Mississippi Department of Information Technology Services (ITS)
Procurement Handbook

Title 36: Technology
Part 2: Information Systems Services

Part 2 Chapter 1: ITS Roles in IT Procurement

Rule 201.1: 001-010 Introduction to ITS and Technolgy Procurement

Introduction: The Mississippi Department of Infortioa Technology Services (ITS) was created
by the legislature to maximize the use and beoéinformation technology in state government
by promoting full cooperation, coordination, colwesiplanning, and maximum compatibility
among all state agencies and institutions of higéa@ming. State statutestablishing ITS and
outlining the duties and responsibilities of themgy is found irMississippi CodeSection 25-
53-1, et seq. Lexis Publishing is the official psier of theMississippi Codewhich can be
accessed through the Secretary of State’s website

Search the Mississippi Code at Michie’s Legal Resesipowered by LexisNexis Publishing

A summary of ITS statute is found in this handbaakler001-050 Summary of ITS Statute

The acquisition of information technology for allate agencies and institutions of higher
learning (IHLs) is within the scope of the ITS lanwd the policies and procedures established in
accordance with this statute. ITS law and polioyer the procurement of all information
technology hardware, software, and services bg sig¢ncies and IHLs.

The responsibilities of ITS in the procurementeafitnology for the state of Mississippi include:

« Furnishing customers with technical guidance argistence in complying with the legal
requirements of state purchasing laws for infororatechnology

« Maximizing competition among technology manufactsi@nd service providers

« Maximizing the compatibility of the State's infortizan resources

« Acquiring complete information technology solutiotiat provide the best combination of
functionality and cost

e Leveraging the State's combined purchasing powprawade the best possible discounts

State agencies and institutions of higher learningare required by law to follow ITS
procedures in information technology procurement§he only statutory exception is for
acquisitions by institutions of higher learning reagholly with federal funds. Note that there is
no exception for state agency projects that are fédligdtanded, use grant money, or paid for via
other nontraditional funding models.



For many acquisitions, agencies and IHLs must obt&iS approval prior to initiating a
purchase. For other acquisitions, ITS has deldgasponsibility for technology purchases to
the agencies and institutions according to spegifidelines.

Governing authorities (e.g. community/junior colleges, county boardssapervisors, school
districts, and municipalities) are not requireduse ITS procurement procedures but may choose
to do so as one way of meeting public purchasiggirements.

Public Purchasing Law, Mississippi CodeTitle 31, Chapter 7, governs the purchase of
commodities, non-IT equipment, and travel for ttegesof Mississippi. This law is administered
by the Mississippi Department of Finance and Adstmtion (DFA), Office of Purchasing,
Travel, and Fleet Management (OPTFM) and can besaed through the Secretary of State’s
website:

Search the Mississippi Code at Michie’s Legal Resesipowered by LexisNexis Publishing

ITS utilizes the provisions of Public PurchasingvLand DFA/OPTFM purchasing guidelines
for Sole Sourceand Emergencyprocurements of information technology. ITS aisorks
closely with DFA to assist customers and vendoranierpreting and complying with the
provisions of ITS and Public Purchasisigtutes To the extent possible, the staffs of these two
organizations keep rules and procedures synchrdmazd T and non-IT procurements.

The Personal Service Contract Review Board (PSCRBgoverns the solicitation and selection
of contractual services personnel for personal pradessional services that dwt involve
information technology. Note that IT professiosalvices provided bgontract workers, as
opposed tandependent contractors are outside the scope of ITS law and policy dedefore
fall under the guidelines of the Personal Serviant@ct Review Board. Personal Service
Contract Procurement Regulations can be accessmagththeState Personnel Board’s website

Source: 25-53-1, et seq; 31-7-1 et seq; 25-9-120



Part 2 Chapter 1: ITS Roles in IT Procurement

Rule 201.2: 001-020 Acquisitions within ITS Purview

1.

Information Technology Equipment, Software, and Sevices:

Section 25-53-3 of th#lississippi Codeof 1972 defines ITS' authority over the acquisitio
of any information technology, computer or telecammmsations equipment, electronic word
processing and office systems, or services utilinembnnection therewith, including, but not
limited to, all phases of computer software andscitting services and insurance on all state-
owned computer equipment. Acquisition of computetelecommunications equipment or
services means the purchase, lease, rental, orsdaguin any other manner of any such
computer or telecommunications equipment or sesvic&elecommunications equipment,
systems, and related services are defined as thipregnt and means to provide
telecommunications transmission facilities; telephystems, including voice processing
systems; facsimile systems; radio paging servisatllite radio, telephone, and dispatch
services; mobile telephone services, includingutell mobile telephone services; intercom
and paging systems; video teleconferencing systparspnal communications networks and
services; and any and all systems based on emeiyidg future telecommunications
technologies related to any of these devices oicas.

Note that, unlike public purchasing law, thtatutethat defines ITS' purview over technology
acquisitions includeservices. All technology services, whether for direct, hatmh skills
such as application development and network supporfor such technology consulting
services as technology training (both classroom@mnthe-job), technology studies, project
management, technology advisory roles, quality rasse support, and facilities
management, are within ITS purview.

Global Positioning System (GPS) and Navigation desés
The Global Positioning System (GPS) is a U.S. sfpased radio-navigation system that
provides reliable positioning, navigation, and tiguiservices to civilian users. For anyone
with a GPS receiver, the system provides locatiahtane.

ITS wants to emphasize the fact thatdites have purchasing purview over GPS and
navigation devices under the following conditions:

* When the GPS and navigation capability is integr@téo a PocketPC or WinCE product

* When the GPS and navigation capability is integr@éo a Palm OS device

* When the GPS and navigation capability is integr@téo a Linux PDA device

* When the GPS and navigation capability is integr@téo a Blackberry

* When the GPS and navigation capability is integkatéo a smart mobile device running
on the Symbian OS

Electronic Government:

Private companies offer partnerships with all levefl government to provide the tools and
resources to implement internet-based services barsthess solutions (“E-Government”)
with little or no up-front investment of money kyetgovernment entities. These companies
use various funding mechanisms to recoup their resge and to realize a profit from these
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services. Per an Attorney General Official Opinaeted August 25, 2000, the Attorney
General’s office affirmed that pursuant dtate statutelTS has the authority to establish a
procedure requiring the definition of requiremeatsl a competitive contract award for the
procurement of E-government services, regardleshefunds actually paid up-front by a
state entity.

For purchases in which (1) the value of the goodbsservices exceeds $50,000 ($25,000 for
projects funded by thamerican Recovery and Reinvestment A¢R2) there is a competitive
market, and (3) there is potential for vendor gréfom the project, contracts must be
awarded based on an open and competitive procatsaltbws the state to compare offerings
to obtain the best product, service, and valueanigss of monies paid directly to the vendor
by the state entity. The competitive process assiihe state’s requirements are well-
defined, project contracts are negotiated to ptdtexstate’s interest, and the vendor selected
is the one with the most advantageous combinafi@ost and services.

The same Attorney General’s Opinion also affirmieat state statutgives ITS the authority
and responsibility to establish infrastructure deds for E-Government that must be
utilized and conformed to by all state agencietiese standards must be incorporated into
any specifications for the procurement of E-Govegntrproducts and services. In addition,
E-Government implementations that involve paymaitany type require the review and
approval of the Department of Finance and Admiatgin.

For any procurement related to E-Government, thehaser should follow the approval
process detailed iB01-025 Approvals for Internet-based Applicationd &ervices

Internet and Application Service Providers

ITS wants to emphasize the fact that services edféihrough Internet Service Providers and

Application Service Providers are subject to IT®might. These services include but, as

technology evolves, are not limited to the follog/examples:

* Internet access and related services packaging

» Applications and database hosting/processing, datu Application Service Provider
(ASP) and Software as a Service (SaaS) models

* Website development, content management and hosting

* Email hosting; equipment co-location services

» Data back-up and recovery services

» Disaster recovery services

» Business continuation services

» Network operations center services

» Electronic payment processing

» Systems and security administration

* Line of business outsourcing such as electroniervasions management, help desk
and/or license sales related outsourced IT services

. Printers/Copiers:
ITS has jurisdiction over the procurement of stalwhe and networked printers, while the
Department of Finance and Administration (DFA), iGdfof Purchasing, Travel, and Fleet
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Management (OPTEM} responsible for the purchase of copiers. A#ifunction devices
have become available, the line between equipmaierdTS purview and equipment under
OPTEFM purview has become less distinct. ITS andADfonitor this technology
convergence and its impact on the ITS and DFA coste and procurement approach.

Customers may purchase devices whose primary amds copying from DFA state
contracts. If the device purchased from the DFAt@xt will be networked and the total
purchase price is over $250,000 (or if the totat dor the term of a lease is over $250,000),
the customer must submit &xemption Requedor ITS approval. This process ensures that
ITS is aware of large network print device purclsase

Devices that are purchased to function primarilynasvork or stand-alone printers may be
procured through th&l'S Express Products List (EPby through gorocurement requeso
ITS.

. Document Imaging and Management:

Document imaging and management systems scan, stdex, and retrieve documents and
other business data electronically. Documentscareerted to digitized images, typically
via a document scanner. Standard components et management systems include
document capture, document storage and archivimgurdent indexing and retrieval,
document exporting capability, and security to coidocuments from unauthorized access.
Document imaging and document management, includiagiware, software, imaging
services, and/or any other related consulting sesyi are within the purview of ITS.
Equipment and services for analog methods of aasaying and retrieval, such as microfilm,
are not within ITS purview.

. Management Consulting Contracts:

Procurements of consulting services for a study ikhdhe initial phase of an application
development project, for functional or conceptugtems design, data modeling, network
design, network security, and technology infradtitee recommendations are examples of
consulting contracts that require ITS approval.heétconsulting studies, such as business
process reengineering, process analysis, and genanagement studies, may fall under the
purview of ITS or of théPersonal Services Contract Review Bo@&CRB), depending on
the specific project deliverables. If the studgtémary focus is technology, the services
should be procured through ITS. If the primaryivhble from a management consulting
contract is a report in which recommendations chtelogy are included but are not the
primary component, the services may be procuredugir ITS or the PSCRB, at the
customer's discretion. If the customer is uncertanether ITS approval is required for a
specific project, the customer may contact the Pf&urement Help Desk at (601) 432-8166
and/or may submit aBxemption Requedb ITS for written documentation that the specific
project does not require ITS approval.

Regardless of the procurement mechanism used rfaareagement consulting contract, once
the customer is ready to proceed with technologgimses based on recommendations from
a consulting study, including the study report witie technology procurement request is
beneficial to both the customer and to ITS andhekpedite the purchasing process.



8. Donations and Gifts of Information Technology:
Recipients of donations and gifts of older inforioattechnology near or at the end of their
lifecycle should assess the cost of the items vedein terms of usefulness relative to newer
technology. Many older technology items are mastlg to uninstall, relocate, reinstall,
operate, and maintain than new equipment of theedgpe.

A donation or gift requires ITS approval if the t0sf installing, operating, and supporting
the equipment exceed amounts delegated to theestipnder theDelegation of Approval
Procedure ITS will be glad to assist in assessing the eatd donations and gifts of
information technology on request.

9. Other Examples of Procurements Under ITS Purview:
Equipment or services for a specialized applicatddrose primary function or purpose is
other than information technology and for which aynputerchip or telecommunications
component is secondary or incidental to the equigtmerimary function are outside the
purview of ITS.

See001-030 Exceptions to ITS Purvidaer a list of some specific items that do not riegu
ITS approval and for instructions on obtaining @onétion regarding ITS purview for a
specific procurement.

Source: 25-53-3; 25-53-151



Part 2 Chapter 1: ITS Roles in IT Procurement

Rule 201.3: 001-025 Approvals for Internet-based gplications and Services (State
Agencies)

E-government applications and services requiretiat@il review and approval by ITS and by
DFA (in contrast to traditional software applicatso) Because of the multiple costing models
used by vendors for e-government applications, elsag the necessity for ensuring appropriate
security for all public-facing applications, therm@l ITS procurement delegations to agencies
do not apply for these types of acquisitions. ddion, DFA must approve and schedule any
implementations that involve payments.

Agencies planning to acquire e-government softwareservices should follow thehecklist
shown below during the planning process. Prepaaing submitting the information packet
outlined in the checklist will ensure the acquasitihas received required DFA and ITS reviews
and approvals and help prevent delays in the imghtation of the needed services. Submit the
following information to both ITS and DFA at lea8® days prior to the procurement of the
products or services. Additional time (120-180+ysjawill be required for more complex
projects or applications. Requests that are nbingted within the prescribed timeframes are
subject to expedited processing charges from Bddhahd DFA.

NOTE: AIllITS and DFA approvals are specific to thejpaod, scope, and contract term outlined
in the request. Revisions to scope, extension aftract or hosting terms, addition of
functionality (including adding or changing paymesdrvices), additional expenditures, and
other changes to the project or to the vendor ageeé require submission of an additional
approval request. Approval of a specific applmatoy DFA and ITS does not imply approval of
future applications within the same applicationacross application models. Additionally, all
approvals by DFA and ITS of waivers from the Stnterprise requirements are time-limited
and may be revoked at any time if required to mtafee substantial interests of the State.



Steps:

1. Define and document functional requirements.

2. Determine and document all payment methodswhidbe accepted: (Visa debit/credit;

MasterCard debit/credit; Amex; e-check; other).

3. Determine and document all payment servicesletedonline; in person: counts
point-of-sale, ACH).

4. Complete the following checklist to determirfe additional documentation ar

justification are required: (provide complete exglton, justification, and proposed
red

technology and environment related to any questiaid below that cannot be answe
“yeS.”).

—

d

a. Hosted at the State Data Center? If not, geoa copy of the hosting company’s

security policy, disaster recovery plan, afftp@rty financial audit if vendor is know

[Alternately, this requirement will be incorporatédo the competitive procurement

process.]

b. If hosted at State Data Center. Verificatidvattapplication utilizes softwar

products and versions supported at the State Datdef? Attach verification form

signed by State Data Center representative toehisest.

c. Payments made via State’s Enterprise Paymegin&n If a waiver is to be

requested, this request as documented in the DFAidistrative Rule,Payment by
Credit Card or Other Forms of Electronic Payment $tate Agenciesshould be
included in the submittal.

d. Application will use the State’s Enterprise Payt Interface Component (EPIC) for

payment processor interface?

5. If not hosted at State Data Center using Staégiterprise payment system &g
processor, determine PCI DSS compliance requiresrtetand responsibility. Provid
a copy of most recent PCI audit from the proposestihg and/or payment vendor
known. [Alternately, this requirement will be inporated into the competitiv
procurement process.] (Note: If hosted at Statea 2gnter, using State’s Enterpr
Payment Processor and Enterprise Payment InteGaceponent, ITS will certify PC
compliance.)

6. Document anticipated fee structure, includir@CEfee. If requesting waiver of th
EOC fee or if requesting to absorb EOC fee on custts behalf, include letter fror
agency executive outlining that request.

ind
e
if
e
se
I

=

7. Determine and document procurement approach:

a. Document anticipatddecycle costto agency.

b. Document anticipatddecycle costto consumer.

c. If total of a+b above is above quote threshmid less than bid threshold, obtair]
written quotes and provide copies to ITS (Or regtiest ITS obtain the quotes as p
of the procurement approval process).

art

d. If total of a+b above is above bid thresholoimplete ITS competitive procuremg
form, exemption request form, or sole source form.

nt

8. Submit all documentation to both ITS and DFA.

Source:

25-53-151



Part 2 Chapter 1: ITS Roles in IT Procurement

Rule 201.4: 001-030 Exceptions to ITS Purview

State statutgoverning ITS provides for some specific exemm@idrom ITS purview and also
allows ITS to establish policies and procedures d®legating bidding and contracting
responsibilities for IT procurement to the purchgsagency.However, ITS is not authorized
to exempt any purchase from applicable state statat including but not limited to the
competitive bid requirement.

Section 25-53-25 (3) excludes the following acdiges from ITS jurisdiction: "Acquisitions of
computer equipment and services by institutiondigher learning or junior colleges wholly
with federal funds and not with state general funds This code section specifically states,
however, that these acquisitions are NOT exempt fpablic purchasing laws. Note that neither
of these code sections exempts acquisitions madsaly agencies with federal funds from ITS
purview.

Section 25-53-25 (2) of thMlississippi Codegives ITS the authority to delegate purchasing
responsibility and is the basis for thBgemption Delegation of ApprovalandPlanned Purchases
Procedures

Equipment, software, or services for a specialeggglication whose primary function or purpose
is other than information technology and for whiahy IT functionality or component is
secondary or incidental to the equipment’s prinfanction are outside the purview of ITS.

ITS maintains a partial list of items and serviagsut which frequent questions are asked
regarding ITS purview. The list is not exhaustwvel is updated as new situations arise.

The following procurements do not require ITS approval. Because of potential impact on
technology infrastructure, notification to ITS is required in some cases, as noted below:



Product:

Examples:

Specialized medical or scientific products
whose primary purpose is other than
information technology

Spectrophotometers/spectrometers

CT and other medical scanners

Equipment for performing lab tests or analy
Automated weather stations and monitoring
devices

Intelligent Medication Dispensers

Computer supplies

Laser and magnetic media
Printer toner cartridges
Computer paper

Computer accessories

Printer paper trays
Envelope feeders
Power strips
Surge protectors

Computer furniture

Computer desks
Computer cabinets

Technology Reference Manuals: hardcopy
electronic

piJser manuals
Technical manuals

Electronic or online publication of state-
published documents (static, without
functionality)

Annual reports
Policy manuals
State's "Blue Book"

Online Research or Educational Material
(standard "off the shelf" delivery static

information without customized or interacti\
functionality)

Electronic magazines

Electronic databases: Lexis/Nexis, Westlav
eSolinet

Electronic textbooks or reference material

Radio/TVbroadcastor reception equipment
(i.e. one-way transmission)

Equipment needed to create, edit, and/or
broadcast audio/video programming
Cable television

Satellite dishes for receipt of television
broadcast programming (Note: Satellite
transmission and reception systems for
providing communication facilities DO fall
within ITS purview.)

Microfilm and other analog image storage
media

Microfilm/microfiche viewing and duplicating
equipment

Microfilm cameras

Digital indexing systems for analog storage
media

Digital cameras and setientained surveillang
equipment

NOTE: Surveillance systems for which devi
have assigned IP addresses or have a netw
connection DO fall within ITS purview

Surveillance cameras
Video monitors

Ces

ork
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Services:

Examples:

Vendor-independent Advisory/Research
Subscription Services: (Prior approval not
required. Supply ITS with a copy of any
supplement to an ITS Master Agreement

Gartner "seats" Subscription
Giga Advisory Service Subscription

Technology products or services provided by
one Mississippagency or institution for anoth
These types of acquisitions are specifically
exempted from the bid requirement per
Mississippi CodeSection 31-7-13 (m) (vi).

Notify ITS during the planning phase for any
acquisitions having market value above the
currentDelegation of Approval Limitsin
addition, provide ITS with a copy of any
contracts or agreements executed for agenc)
to-agency acquisitions immediately upon
execution.

Note: If the acquisition commits the state
entity to expenditures with any private
company in an amount above the current
Delegation of Approval limits, the acquisition
is NOT exempt from ITS purview.

The Mississippi EDNET Institute
Mississippi's public universities
State agencies

The John C. Stennis Institute of Governm

Technology products or services furnished tq
state entities by other governmental entities
instruments or by peer or affiliated
organizations. These types of acquisitions a
specifically exempted from the bid requireme
perMississippi CodeSection 31-7-13 (m) (vi).
Notify ITS during the planning phase for any
acquisitions having market value above the
currentDelegation of Approval Limitsin
addition, provide ITS with a copy of any
contracts or agreements executed for agenc)
to-agency acquisitions immediately upon
execution.

Note: If the acquisition commits the state
entity to expenditures with any private
company in an amount above the current
Delegation of Approval limits, the acquisition

Federal agencies: EPA, USDA
DIAASHTO (American Association of State
Highway and Transportation Officials)
rePublic universities

n€Counterpart agency from another state

is NOT exempt from ITS purview.

11
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Services: Examples:
Technology services provided bgntract
employeesdesignated according to the
agency’s determination under the guideline
the Internal Revenue Service (IRS)
Questionnaire for Classification of Contract
Personnel.(Note: IT services provided by
independent contractors DO fall under the
purview of ITS).

ITS customers should procure the items or servicged above in compliance with the
regulations of thédepartment of Finance and Administration OfficeRefrchasing, Travel, and
Fleet Managemendr the regulations of thBersonal Service Contract Review Bqgaod local
purchasing requirement$ applicable. However, if it is appropriate anelsdable to procure an
item from the above list in conjunction with turgkenformation technology procurement, the
item may be included with that acquisition unde$ l[gurchasingtatuteand procedures.

Even if the item being purchased is not listed &dV¥vS approval may not be required if the
equipment or service is for a special purpose dtiaar information technology.

When uncertain about a specific procurement, corkecITS Help Desk at (601) 432-8166 to
determine whether ITS involvement is required. dibain written verification from ITS of
whether ITS approval is required for a specific wasgion, submit a letter or e-mail to:
Information Technology Services - ISS, 3771 EastivoDrive, Jackson, MS 39211,
projects@its.ms.gov Upon ITS staff review of the exemption requdsthe ITS staff concurs
that the procurement is not within the scope of [&®/policy/procedure, the ITS Executive
Director will write a letter or memo to the requegt agency/institution specifying that the
acquisition does not fall within ITS purview. NOP-1 Acquisition Approvalis issued or
required. The agency/institution may proceed witle procurement in compliance with
applicable laws.

Source: 25-53-25; 31-7-13
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Part 2 Chapter 1: ITS Ro

les in IT Procurement

Rule 201.5: 001-050 Summary of ITS Statute
Sections 25-53-1 through 25-53-191

Category/Code Section

Purpose of ITS:

To maximize the use and benefit of information textbgy by
promoting full cooperation, coordination, cohegplanning, and

25-53-1 maximum compatibility among all state agencies iastitutions of
higher learning;
Purview of ITS: State Agencies

Institutions of Higher Learning

Other political subdivisions on request

Authority, Duties, & Responsibilities

1. Procurement

Business Area: Information Systems Services (ISS)

Scope All information technology (including telecommunimas) hardware, software,

services

Category/Code Section

Responsibilities:

25-53-5 (d)

Maximize competition among manufacturers;
Maximize compatibility among information systems;

25-53-21 (f) Serve as purchasing and contracting agent fortéte ®r all IT
hardware, software, and services;
Receive and review all requests for the acquisibibiT hardware,
software, and services;
Approve or disapprove all requests for the acqoisiof IT hardware,
software, and services;

25-53-5 (0) Award contracts to the lowest and best biddery aééermining the

lowest and best of the proposals submitted,;

25-53-5 (k); 25-53-21 (1

pprove all contracts for technology hardware, wafe, and services;

25-53-21 (f)

Execute all contracts for technology hardware veaxfé, and services

Authority:

25-53-5 (d) Require the use of common computer languages;

25-53-21 (e) Require the renegotiation, termination, amendmangxecution in
proper form and according to established poligigies, and
regulations, of all contracts for the acquisitidnohardware, softwar
or services;

25-53-25 (2) Develop policies for delegating bidding and coriragresponsibilitie

\"4}

to the purchasing agency;
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la. Procurement: Telecommunications- Specific
Scope:All requests by state agencies for the purchadease of telecommunications system
services including telecommunication proposalsdisti and consultation contracts, and intra-
LATA and inter-LATA transmission channels

Category/Code Section Responsibilities:

25-53-111 (h) Establish and define telecommunications systemsandces
specifications and designs so as to assure conijpatih

telecommunications systems and services withie gfavernment and
governing authorities;

25-53-111 (1) Develop policies, procedures and long-range planthe acquisition
of telecommunications systems;
Authority:
25-53-111 (g) Review, coordinate, approve or disapprove all retputor

procurement, through purchase or lease, of teleaomoations
systems or services, including telecommunicati@pgpsals, studies
and consulting contracts and intra-LATA and int&TlA transmissior
channels;

25-53-109 (c) (iv) Manage specification writing, bid letting, proposahluation, and
contract negotiations for telecommunications systand services;

2. Technology Oversight, Standardization, and Ope&tions
Business Areas: Strategic Services, Telecom Seng¢c®ata Services
Scope:Cooperation between state agencies for the pufosificient IT operation

Category/Code Section Responsibilities:

25-53-5 (1) Acquire and operate technology to provide servioestate agencies
when, in ITS’ opinion, such operation will provideaximum efficienc
and economy in the function of any agency or sjateernment as a
whole;

25-53-21 (a) Conduct continuing studies of all information teolugy activities
carried out by all agencies;

Develop a long range plan for the efficient and eooical performand
of all information technology activities in statevgrnment;

25-53-21 (a), (d) Implement the long range technology plan as itiappb ITS and
ensure that the over-all technology direction oeti in the plan is
implemented by all state agencies;
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Authority:

25-53-5 (g) Provide for the development and require the adopifcstandardized
computer programs;

25-53-5 (i) Specify organizational structures within state agesirelating to
information technology operations;

25-53-21 (c) Inspect the IT operations of any agency as necgssar

25-53-21 (d) Decide all questions of the division of the cosinébrmation
technology operations among the agencies;

25-53-21 (g) Shall suggest and cause to be brought about caapebetween the

agencies and institutions in order that work andfpripment in one
agency may be made available to another agency;

Effect any improvements necessary for the purpbgard or
cooperative IT operations;

25-53-29 (1) (C)

Inspect agency facilities and equipment, intervaggncy employees,
and review records at any time deemed necessatlydqrurpose of
identifying cost-effective applications of techngyo

25-53-29 (c)

Issue management letters to agency heads folloWingspections,
with cost estimates and recommendations concestaifjyreductions,

other monetary savings, and improved delivery ofises;

2a. Technology Oversight and Standardization: Telecommmications- Specific
Scope:All telecommunications systems and networks usestéie agencies

Category/Code Section

Responsibilities:

25-53-105

Coordinate and promote efficiency in the acquisitioperation and
maintenance of all telecommunications systems ahdarks used by
agencies of the state;

25-53-105

Coordinate the compatibility of systems and netwarkthe state with
those of governing authorities to promote a unifocompatible
telecommunications system for agencies and govgmuthorities;

25-53-109 (b)

Provide more effective management of state teleconirations
resources and implement long-range plans and peoeant;

25-53-109 (c)

Manage, plan, and coordinate all telecommunicatsyssems under
the jurisdiction of the state;

25-53-111 (a)

Establish and coordinate through state ownershgoomercial
leasing all telecommunications systems and sendffesting the
management and operations of the state;

25-53-111 (b)

Act as sole centralized customer for the acquisitimlling, and record
keeping of all telecommunications systems or ses/mrovided to
state agencies through lease or purchase;

25-53-111 (d)

Offer or provide transmission, switch and netwagkvgces on a
reimbursable basis to agencies financed by fedendks, to governing
authorities, and to other governmental agencies

25-53-111 (e)

Approve or provide state telephone services onmnalngrsable basis t¢

<

full-time students at state institutions of highearning and junior
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colleges;

25-53-111 (f)

Develop coordinated telecommunications systemsmwices for all
state agencies;

25-53-111 (i) Provide a continuous, comprehensive analysis arehtory of
telecommunications costs, facilities and systentsiwstate
government;

25-53-111 (j) Promote, coordinate or assist in the design antheagng of

emergency telecommunications systems, includinghbutimited to
911 service, emergency medical services and othergency
telecommunications services;

25-53-111 (K)

Advise and provide consultation to agencies andgorg authorities
with respect to telecommunications management pignn

25-53-111 (I)

Develop policies, procedures and long-range planthe use of
telecommunications systems;

Authority:

25-53-109 (a)

Form an advisory council of persons with experéisd experience in
telecommunications for the purpose of setting gadtablishing long;
range plans and policies, and overseeing and iagsistthe
procurement of telecommunications equipment anaces;

25-53-109 (c) (i)

Administer telecommunications systems, includingrdmation of
activities, vendors, service orders, and billingdmrel-keeping
functions;

25-53-109 (c) (ii)

Plan new systems or services;

25-53-109 (C) (iii)

Design replacement systems;

25-53-109 (c) (v)

Supervise the implementation of new systems andioggupport;

25-53-109 (c) (vi)

Implement long-term state plans;

25-53-109 (C) (Vi)

Manage intra-LATA and inter-LATA networking;

25-53-111 (c)

Charge respective user agencies for their propwteocost of the
installation, maintenance and operation of thectatemunications
systems and services, including the operation 8f IT

25-53-111 (f)

Require cooperative utilization of telecommunicati@quipment and
services by aggregating users;

25-53-119

Sole authority and responsibility, within the coasits of this statute,
for defining the specific telecommunication equipmeystems and

services to which this statute is applicable.
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3. Training Business Area: Education Services
Scope: Training programs for employees in information tealogy positions and enasers c

technology
Category/Code Section Responsibilities:
25-53-5 (g) Establish training programs for state agency persipn
25-53-29 (d) Conduct classroom and onsite training for eséss of applications a
systems and for IT professionals;
25-53-111 (k) Provide training to users within state governmant i
telecommunications technology and system use,;

4. Reporting Business Area: Strategic Services
Scope:Any information thatmay be required for carrying out the purposes & 8B establish:
in statute

Category/Code Section Responsibilities:

25-53-21 (c) Ensure all reports required of the agencies todiéSpromptly and
accurately made;

25-53-21 (d) Together with the heads of agencies, prepare aacliex cooperative
plans for the acquisition and operation of IT equant;

25-53-29 (1) (b) Publish written planning guides, policies and pthoes for use by
agencies and institutions in planning for IT;

25-53-29 (2) Annually issue a three-year master plan recommenstatewide

strategies and goals for the effective and efficiese of information
technology and services in state government, imetgucecommended
policy actions;

25-53-29 (3) Produce ITS annual report for the Governor anddlatyire;
Authority:

25-53-5 (i) Require documentation of information technologygeures utilized
by agencies;

25-53-29 (1) (b) Require agencies to submit information on IT ineeynt staffing,
systems planned, and any other information neealeithé state master
plan;

25-53-111 (1) Require all state agencies to submit a long-ratae for the use of
telecommunications equipment, systems and services;

25-53-21 (d) Report to the ITS Board any failure on the paramy agency to carry

out the provisions of cooperative plans;
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5. Consulting Business Area: Information Systems ®édces; Telecom Services; Data Services
Scope: Planning, consulting, project management, systent @erformance review, syst
definition, design, application programming, traigy development and documentat
implementation, maintenance and other tasks witthie resources of ITS, for agenc
institutions, political subdivisions, and other govmental entities, on a fee basis

Category/Code Section Responsibilities:

25-53-29 (2) Provide a high level of technical expertise for gmment entities;

25-53-29 (1) (e) Provide consulting services to agencies and irtits or
governmental subdivisions requesting technicaktesce

Authority:

25-53-29 (1) (e) Submit proposals and enter into contracts to peosifvices to
agencies, institutions, or governmental subdivisjon

25-53-29 (4) Charge fees to agencies and institutions for sesviendered to them

25-53-29 (6) Contract with firms or individuals to augment trensulting staff to
ensure timely completion of tasks;

6. Additional Requirements of State Agencies:

Category/Code Section Responsibilities:

25-53-113 Give full cooperation to ITS ifurnishing all information of any kind
it pertains to telecommunications;
25-53-115 No agency shall rent, lease, lease/purchase, mecbain any wa

own or pay for the operation of any telecommunaaisystem out of
any funds available for use by that agency withbeatwritten
approval of ITS.

25-53-117 No agency shall obligate the state to any vendoa
telecommunications system of any kind. All trartigaxs dealing with
telecommunications system shall be conducted thirdt§ and any
vendor found in violation of this policy may be pibited for bidding
for up to 24 months.

Source: 25-53-1, et seq

18



Part 2 Chapter 1: ITS Roles in IT Procurement

Rule 201.6: 001-060 Index to ITS Statute

Index to ITS Statute: Sections 25-53-1 through 253-191

Where is it in ITS Statute?
Advertising: 14 day minimum 25-53-5 (o
Advisory Committee (IRC) 25-53-5 (p)
Annual Report 25-53-5 (0)| 25-53-29 (B)
Bid: Definition: includes RFPs, other instruments| 5-33-3 (g)
Bid Limit: Link to 31-7-13 (c) in public purchasing25-53-5 (0)
Board: Bond 25-53-7 (2)
Board: Duties & Responsibilities 25-53-5
Board: Membership 25-53-7 (1)
Board: Monthly Meetings 25-53-11
Board: Minutes 25-53-17
Board: Per Diem 25-53-9
Board: Quorum 25-53-13
Board: Votes: liability for 25-53-15
Bond: Executive Director 25-53-19
Cellular: See Wireless Communication Devices
Charges: See "Fees"
Chief Confidentiality Officer 25-53-21 (h
Community Colleges: Federal funds exempted 25-58325%
Community Colleges: Special needs 25-53-5 (b)
Compatibility: Maximizing 25-53-5 (d)
Competition: Maximizing 25-53-5 (d)
Consulting Services 25-53-29 (125-53-29 (1)
(a) (e)
Consulting Services: Highly qualified staff 25-89-(5)
Consulting Services: Contracting for staff 25-53-29 (6)
augmentation
Consulting Services: Escalate positions 25-53829 (
Consulting Services: Fees 25-53-29 (4)
Contracting Agent: Executive Director as 25-53-P1 |
Contracts: Approving 25-53-5 (k)
Cooperation between state agencies 25-53-21 (dp32At ()
Definitions 25-53-3
Delegating Contract Approval to Executive Direci®b-53-5 (k)
up to $ Limit
Delegating Procurement Responsibility to Agencjes-53-25 (2)
Disposal of Equipment 25-53-5 (c)
Documentation of IT Procedures of an Agency 25-%B-5
E-Government 25-53-151
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Escalated Positions 25-53-107(2B53-29 (5)
Executive Director: Bond 25-53-19
Executive Director: Duties 25-53-21
Executive Director: Hiring staff 25-53-19
Executive Director: Selection and qualifications -2519
Fees: ITS Revolving Fund 25-53-5 (r
Fees: RFPs and other documents 25-53-5 (d)
Fees: Vendors 25-53-5 (1)
Financial Disclosure: Board and Executive Direct@b-53-7 (3)
GIS: Delivery system infrastructure 25-53-5 (9)
GIS: Warehouse 25-53-5 (s)
GIS: Coordinating Council for GIS/Remote SengRr53-201
Established
IHL/Community Colleges: Federal funds exempted 3525 (3)
IHL/Community Colleges: Special needs 25-53-5 (b)
Information Confidentiality Officers 25-53-51--59
Legislative Advisors 25-53-7 (4)
Limitation of Liability 25-53-21 (e)
Local Governments: Assist with IT Plans 25-53-5 ()
Lowest and Best 25-53-5 (0)
Negotiating within Terms of Specifications 25-53eh
Open and Competitive Specifications 25-53-5 (p)
Operate Computer Equipment: Maximum efficien2$-53-5 (1)
& economy
Organizational Structures 25-53-5 (i)
Pilot Projects 25-53-5 (q)
Plan: Issue 3-year master plan annually 25-53-29 (2
Planning Guides and Policies 25-53-29 (1)
(b)
Private Sector: Services to nonstate entities 25-63
Procurement: $ limit for bid 25-53-5 (0)
Procurement: General rules 25-53-5 (0)
Protests 25-53-5 (n)
Public Purchasing Law 25-53-5 (p
Reject All Bids 25-53-5 (0)
Reporting by Agencies to ITS 25-53-5 (h
Rules and Regulations: Establishing and publish|8§-53-5 (j)
Rules and Regulations: Reporting 25-53-5 (h)
Sole Source (General Reference: 25-53; Specifig2353-5 (p) | 31-7-13 (m)
7) (viii)
Specifications: Open and competitive 25-53-5 (p)
Staff: Hired by Executive Director 25-53-19
Standardized Computer Programs: Requiring 25-58-5 |
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Telecommunications

25-53-1014
125

Telecommunications: Charge user agencies 25-53-111 (¢

proportionate cost

Telecommunications: Equipment support contracts-52821

Telecommunications: ITS as sole centralized (25-53-111 (bR5-53-115 | 25-53-117

customer

Telecommunications: Procurement scope 25-53-1125%3-115

Telecommunications: Escalate positions 25-53-10[7 (2

Telecommunications: Procurement 25-53-128  25-53(f@)l3

Title of Equipment 25-53-5 (c)

Training 25-53-29 (1)[25-535 (g) |[25-534111 (k
(a) and (d)

Wireless Communication Commission 25-53-171

Wireless Communication Devices 25-53-191

Source: 25-53-1, et seq
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Part 2 Chapter 1: ITS Roles in IT Procurement

Rule 201.7: 001-070 Index to Attorney General Opioins

Opinion Date
AG DOC
Number
Requestor, if
other than
ITS

Subject

Opinion

February 9, 2011
2011-00001

September 9, 1980
1980-00001802

Federal law takes precedent
over State Law

2/9/11: The court concluded that, if a conflict
exists between a federal regulation and a

provision of state law, then the conflict must
be resolved in favor of the federal regulation.

9/9/80: The court concluded that where a
state participates in federal programs, it is
bound by those regulations even though state
law, with regard to a particular matter, may be
to the contrary.

August 20, 2010
2010-

ITS Responsibilities in
purchase of GIS by local
governments

ITS' role under 25-58-1 (4) is NOT formal

proposal evaluation and recommendation gf

lowest & best proposal. ITS is responsible
reviewing proposed solutions with the view
leveraging previous expenditures.

for
of

May 15, 2009
2009-

Local zoning ordinances and
Towers for MSWIN

Government entities are subject to municip
and/or county zoning ordinances aimed at

public safety;

A municipality or county may not enact an

ordinance that would prohibit the WCC from

fulfilling its statutory obligations;

A municipality or county has an obligation t
grant such exceptions to their ordinances a
necessary to permit the WCC to fulfill its
statutory obligation of implementing a
statewide wireless communication system.

=

O

[72)

September 22, 200

f_ooperative Purchasing

ITS may adopt rules and procedures for

eNts

hte.

2006-0457 Agreements submitting cooperative purchasing agreeme
for approval by DFA to be utilized by ITS or]
behalf of agencies and institutions of the st3

May 5, 2006 Cooperative Purchasing DFA may adopt as its own purchase

2006-00159 Agreements agreements the cooperative agreements

DFA developed by other states and local
governments

April 14, 2006 ITS Board Holdover in office |ITS code does not provide any authority for

an
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2006-00125

ITS board member to hold over in office unt
successor is appointe¢ote: ITS Statute
amended to allow a Board member to
continue to serve until a successor has been
appointed.)

January 25, 2006
2006-0030
DFA

Contract Clauses: Indemnity
and related matters

Absent express or implied authority, an age
cannot indemnify or hold harmless a contra
for liability arising from the contractor's
performance or negligence; State may
affirmatively acknowledge its potential liabil
under the Tort Claims Act; Limitation of
liability provisions are unenforceable excep
one instance in which Legislature has provi
express authority to ITS Executive Director

ncy

[in
ded

November 30, 20(
2004-0572

Cooperative Purchasing
Agreements

ITS has the authority to establish reasonab
rules, regulations, and procedures to effect
utilization of cooperative purchasing

agreements as provided in Section 31-7-13
(xxix) for information technology purchases

e
the

August 22, 2003
2003-0411
Tunica County
School District

Unsealed Bids and Other
Irregularities or Technical
Deficiencies

Irregularities that can be waved generally
have the following characteristics:

1. Mandatory statutory provisions are
not violated.

2. lIrregularity does not in any way
destroy the competitive character of
the bid.

3. lIrregularity has no effect as to the
amount of the bid.

4. Irregularity does not give one biddef

an advantage or benefit over other
bidders.
Sealed bid requirement is statutory and
cannot be waived.
A domestic corporation must be duly
incorporated and in good standing with the
Secretary of State’s office to be awarded g
bid.

May 16, 2003
2003-0203

Purchase of MS EdNet
Services by State Agencies

ITS can include EdNet services in the
category "“technology services furnished t
state entities by other governmental entitie
thusexemptingthese acquisitions from the

requirement for competitive bids (MS Code

Section 31-7-13(m)(vi)) and from ITS
approval (ITS Procurement Handbook)

October 4, 2002
2002-0534

ITS Purview over
Community Colleges

10/4/02: Only IT equipment purchased by

Community Colleges using funds from loca

[=
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April 12, 2002
2002-0153

March 16, 2001
2001-0139

tax levies are under ITS purview;

4/12/02: Expenditures of tax proceeds by
Community Colleges for IT purchases are
under ITS purview;

3/16/01: Community Colleges, as agencies
local government, are not under ITS
purview.

5 Of

December 15, 200(
2000-0684

Insurance Requirement for
Public Works Contracts

$1 million insurance requirement does not
apply generically to IT projects, but could
apply to specific contracts, such as outside
cabling plants

August 25, 2000
2000-0442

E-Government Business
Models and Bid
Requirements

1. ITS can establish infrastructure
standards that must be utilized by all
agencies.

ITS can require competitive award
for e-government services,
regardless of the dollar amount.

The selling of advertising on the
state’s websites is not permitted
without specific statutory authority;
ITS can approve contracts funded
by commercial ads on a vendor’s
web site.

ITS cannot approve fee-added
internet services as the ONLY way
in which citizens can conduct
business with a state agency.

An agency cannot sell its records for
a profit; an agency cannot authorize
any entity to be the exclusive
recipient or provider of public data.

June 20, 2000
2000-0270
Hinds County

Online Services for County
Governments

The AG’s office strongly encourages
competitive bids for acquisition of web-base
e-government services by counties, althoud
advertising for bids is not required;
Counties are authorized to charge
consumers a user fee for e-government
services;

September 3, 2010
2010-00123

IT Services for Governing
Authorities

The AG’s office recommends soliciting
competitive bids or proposals for the
acquisition of IT services by governing
authorities, even though there are no
competitive requirements in law.

December 10, 1999
1999-0573

Library Commissior

Grants of Obsolete Computg
Equipment to Nonprofit

dribrary Commission cannot loan or assign
computer equipment except to government

Organizations

|

entities but may loan or assign equipment t
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such nonprofit community centers as may
qualify as libraries. Commission can define
as a library any Mississippi organization
providing a service to the public that is bein
provided by a significant number of
recognized libraries in the US, including
providing computers for public access for
research and Internet access.

June 12, 1998
1998-0342

Dollar Threshold for
Competitive, Advertised
Bids

Narrow interpretation of MS Code
Section 25-53-5(p), ITS use of
law/regulations governing DFA-
OPTFM (public purchasing); ITS
cannot use DFA-OPTFM bid limit of
$10,000; (Note: ITStatuteamended in
1999 Legislative Session to tie bid limit
directly to limit in public purchasing
law.)

May 29, 1998
1998-0288

Disclaimer of Implied
Warranties

VVendors can limit or disclaim implied
warranties in offering computer hardware a
software to the State through ITS; ITS can,
however, require implied warranties of
merchantability and fitness for a particular
purpose in any RFP.

June 20, 1997

Use of State Information

Is it legal for a non-public entity to connect to

1997-0362 Technology Services by  the compressed video backbone network and

ITS and State BoarflPrivate Entity deliver educational and training services to

of Community and their constituents? Opinion reiterates 5/10/96

Junior Colleges opinion below.

May 10, 1996 Access to State-Provided |State owned technology services can be used
(not online) Technology Resources by a private entity only when (1) such

(Internet access via an IHL'S
frame relay connection) by
Parochial School

sservices are not readily available otherwisq i
the state; and (2) the nonstate entity pays 4§
charge not less than the prevailing rate for
similar services charged by private enterpr

September 13, 199

1 State Agency’s Right to

Sale is permissible in exchange for fair vall

1994-0588 Transfer Ownership of Contract must determine ownership of the
Developed Software to software. Software belongs to the developgr
Vendor in the absence of contract language to the
contrary.
June 6, 1994 Certificate of Responsibility | A contract primarily focused on the purchase
1994-0305 Requirement for Vendors |of telecommunications or computer

Installing or Maintaining
Telecommunications and
Computer Equipment and
Cabling

equipment that will merely be installed or
subjected to routine maintenance probably
does not fall within the public projects
category necessitating a Certificate of

Responsibility.
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June 6, 1994
1994-0281

Management and
Distribution of Pay
Telephone Commissions by
ITS

ITS is the sole centralized customer for the
acquisition, billing, and record keeping of a
telecommunications systems or services
provided to state agencies. The law doets
mandate that payment of telephone
commissions for the Department of
Corrections be made directly to the Inmate
Welfare Fund, rather than be distributed by
ITS to the Department of Corrections, less
ITS’ costs.

July 2, 1993
1993-0440

Sole-Source Acquisitions

Sole source acquisitiortf software can be

to state purchasing laws for
statutelater amended to add language re

processing” portion of ITS code.)

March 24, 1993
1993-0229

Community College
Purchase Using Federal
Funds

The purchase of computer equipment by
community colleges using federal funds
administered through the State Vocational
Education Board are exempt from ITS
purview under Section 25-53-25 (3). The
administration of the funds by a state boarg
does not negate this exemption.

March 3, 1993
1992-1023
Municipal Energy
Agency of MS

Limitation of Liability

Limitation of liability clauses in contracts
(prior to ITSstatuteallowing limitation)

Mississippi Gulf
Coast Community
College

students in dorms on college-owned lines.
MS Code, ITS must approve or provide
telephone services to students at state

There is no requirement that ITS approve o
provide telephone services to college

employees, who can contract directly with
vendor for telephone service in college-own
housing.

March 30, 1990

Purchase of software from

atatuteallows a state employee to contract

26

made under ITS’ statutory authority to defer
telecommunications acquisitions. (Note: IT|S

access to public purchasing laws in the “data

community colleges on a reimbursable basis.

April 3, 1992 Software Developed by the [Software is not data but a tool to collect

1991-0922 State as Public Record information. Programs developed by the State
are its intellectual property. To the extent that
software contains confidential file access
information, software is not subject to
disclosure under public records statute.

July 5, 1990 Telephone Service in Studef@ommunity College cannot allow vendor to

1990-0485 Dorms contract directly with and supply services to

Per

N
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1990-0187
entity via an ITS RFP

state employee by a state

is employed, as long as proposal is lowest
best.

March 7, 1989
1989-076

Bids as Public Records

To the extent proposalsatottade secrets
or confidential commercial or financial
information, they are protected and are not
subject to release until the provisions of the
Public Records Act requiring notice to 3rd
parties and opportunity for a protective cour
order are complied with. Otherwise, nothin
prohibits access to bid information, either
during the evaluation process or after the
award.

November 11, 19¢
In re Miss. Jud.
Information Sys.,
533 So. 2d 1110,
1111 (Miss. 1988)

Under ITS Purview

Supreme Court Declared Nq

¥fThe judicial department of the government
this state is not subject to the authority or
regulations of [ITS].”

L\

with any entity other than the one at which he

nd

—+

of

Source: 25-53-1, et seq
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Part 2 Chapter 2: FAQs
Rule 202.1: 002-010 FAQs for Customers
Customer FAQs

What governmental units are subject to ITS Procergniaw and Policies? Who can buy
through ITS?

Which acquisitions are under ITS purview?

What procurement tools are available?

Do | have to go through the competitive bid processuy IT hardware, software and/or
services?

How do | know if a purchase will qualify for E-R&te

Who do | contact to initiate an IT Procurement esi@

Can linitiate an IT Procurement request on-line?

Is it possible for an agency to handle procurenteginselves?

How do | purchase new phones/phone system?

Can | lease IT equipment?

How may an agency acquire an item that is Solec&gur

What is an Express Product List (EPL)? Who cantlhisd&PL?

What if | need a product or service that is nobarEPL?

Do IT services have to be bid?

Who can buy through ITS? What Governmental units @& subject to ITS Procurement
Law and Policies?

State agencies and institutions of higher learr(ii)-s) are required by law to follow ITS
procedures in information technology procurementshfardware, software and services. The
only statutory exception is for acquisitions bytingions of higher learning made wholly with
federal funds. Note that therenie exception for state agency projects that are félgdranded,
use grant money, or paid for via other nontraddldonding models.

For many acquisitions, agencies and IHLs must obt&iS approval prior to initiating a
purchase. For other acquisitions, ITS has deldgasponsibility for technology purchases to
the agencies and institutions according to spegifidelines.

Governing authorities (e.g. community/junior colleg county boards of supervisors, school
districts, and municipalities) are not requireduse ITS procurement procedures but may choose
to do so as one way of meeting public purchasiggirements.

Refer to sectio®01-010 Introduction to ITS and Technology Procwrtifior more information.

Which acquisitions are under ITS purview?

Information Technology Equipment, Software, andvidess
Electronic Government

Internet and Application Service Providers
Printers/Copiers

Document Imaging and Management
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Management Consulting Services
Donations and Gifts of Information Technology
Refer to sectio®01-020 Acquisitions within ITS Purviefer more explanation.

What procurement tools are available?
There are basically seven procurement options abaildepending on the nature of the project.
Refer tothe associated link for a detailed descriptionaudie

Request for Proposal (RFP)

Express Products List (EPL)

General RFPs

Special RFPs

Telecommunications Contracts & Services for Stajenkies
Telecommunications Contracts & Services for IHLs

Sole Source Procurements

Do | have to go through the competitive bid procest buy IT hardware, software and/or
services?

According to ITS Law, competitive bids or proposaisist be solicited for all acquisitions of
information technology (IT) equipment/hardware,ta@fre, and services in excess of $50,000
($25,000 for projects funded by thenerican Recovery and Reinvestment)AcThe list below
summarizes bid requirements for IT acquisitions:

Not over $5,000 — May purchase without advertisingtherwise requesting competitive bids,
unless the purchasing agency or entity has edt&olisiore stringent procedures.

$5,001 to $50,000 ($25,000 for projects funded Hr®y American Recovery and Reinvestment
Act) — May purchase without advertisement for bilgyvided at least twoompetitive written
bids have been obtained. Must select the lowest qu@itete anExpress Products Listannot
be used as one of these bids.)

$50,001 and over ($25,001 and over for projectsdédnby the American Recovery and
Reinvestment Act) — Submit@ompetitive Procurement Request fofan ITS to advertise,
issue written specifications and receive sealed bidoroposals.

How do | know if a purchase will qualify for E-Rate?
Refer to theEligible Services List Agencies may also contact Gary Rawson at (662)8113
or Gary.Rawson@its.ms.gder more information.

Who do | contact to initiate an IT Procurement request?

Requests for the procurement of information tecbgwlhardware, software or services should
be submitted to ITS using th€ompetitive Procurement Request foramd appropriate
attachments. Refer @09-005 Procurement Process: Submitting a Redoest more detailed
description. Procurement requests should be sehitS via e-mail Projects@its.ms.gQy fax
(601-713-6380), or mail at ITS, 3771 Eastwood Dridackson, MS 39211.
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Can | initiate an IT Procurement on-line?
Yes, via ITS’online procurement reqguest system

Is it possible for an agency to handle procuremernthemselves?

ITS has arexemptionprocedure in place to allow agencies in spectabibns and institutions
of higher learning to handle a procurement in-houBlee Exemption procedurallows agencies
and institutions to request exemption from ITS tandie specific information technology
procurement projects which, by law, require saiwitn of bids or proposals, without the
involvement of ITS.

The exemption procedure is designed for projectsluing traditional information technology
equipment, software, or services which the agensyfution has the in-house resources and
expertise to procure without ITS involvement. Tpecedure exempts projects from ITS
involvement in the procurement. It does not exethptagency or institution from following
public purchasing requirementsThe exemption should be approved by ITS before an
advertisement is issued for the procurementA request for exemption should be submitted on
an Exemption Request form. A copy of the Exempfeguest form is available in Word or
PDF format on théT'S websiteat Procurement Request Forms

How do | purchase new phones/phone system?

Contact the Procurement Help Desk at 601-432-8Y¥&6  formulating and submitting any
requests for procurement of telecommunications pegant. See 011-080 ITS
Telecommunications Contracts and Services for StAigencies and 011-085 ITS
Telecommunications Contracts and Services fortlrigins of Higher Learning (IHLSfpr more
detailed information.

Can | lease IT equipment?

Yes. Agencies and IHLs are able to consider mleltfpnding models for each procurement
project, and need to specify models of interestjutsing a leasing alternative within the
Competitive Procurememéquest.

How may an agency acquire an item that is Sole Soce?

Mississippi Public Purchasing Law (Section 31-7-Kpecifies that noncompetitive items
available from one source only be exempted fromréglirements (sole-sourced). [E&itute

in Section 25-53-5 (p), permits ITS to utilize piwns in Public Purchasing law or regulations,
when applicable. In certain limited situationsthwappropriate written documentation and
proper approval, information technology acquisisionay be sole-sourced. ITS applies a strict
interpretation of the single source definition arsd a strong advocate for conducting a
competitive procurement unless the reasons for ewhpeting are overwhelming and
incontrovertible.

Per Public Purchasing law, acquisitions must mefallowing criteria to be authorized as sole
source:

1. The product or services being purchased mugonpera function for which no other
product or source of services exists,

30



2. The purchaser must be able to show specificnkeasi objectives that can be met only
through the unique product or services, AND

3. The product or services must be available omdgynfthe manufacturer and NOT through
resellers who could submit competitive pricing tloe product or services.

Customers should referend®l3-030 Procurement Types: Sole Soufoe more detailed
information.

What is an Express Product List (EPL)? Who can uséhe EPL?

Express Products Lists (EPLs) are compilations roppsals competitively solicited by ITS.
Categories are added, changed and dropped based pypohasing demand. Agencies,
universities, community/junior colleges, and otlygawverning authorities may use the lists to
make information technology purchases in accordamite ITS procedures and guidelines.
Refer t0011-030 Procurement Instruments: Express Produstg§EPLs)for more information.

What if | need a product or service that is not oran EPL?

The agency or IHL may either fill out @ompetitive Procurement Request foomask for an
Exemptionto bid the products or services themselves. Ret®015-010 ITS Procurement
Limits Policies: State Agenciesr 015-020 ITS Procurement Limits Policies: [HLfer
information regarding procurement guidelines basedthe type of procurement and total

lifecycle cost

Do IT services have to be bid?

Yes, Section 25-53-3 of thdississippi Codef 1972 defines ITS' authority over the acquisitio
of any information technology, computer or telecommmcations equipment, electronic word
processing and office systems, or services utilimedonnection therewith, including, but not
limited to, all phases of computer software andsotting services and insurance on all state-
owned computer equipment. Note that, unlike puplicchasing law, thetatutethat defines
ITS' purview over technology acquisitions inclugesvices. All technology services, whether
for direct, hands-on skills such as applicationel@yment and network support, or for such
technology consulting services as technology stgieoject management, technology advisory
roles, quality assurance support, and facilitiesagament, are within ITS purview. Reference
001-020 Acquisitions within ITS Purvieim the Procurement Handbook for more information.

Source: 25-53-1, et seq
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Part 2 Chapter 2: FAQs

Rule 202.2: 002-020 FAQs for Vendors
Vendor FAQs

How do I do business with the State of Mississippi?

How do | get on the State “vendor lists"?

How do | receive notification of RFPs?

How do | check the notification of award for an RFP

How do | obtain information related to a particubaoject or proposal (Public Records Request)?
How do | obtain a SAAS code?

How do | check the status of a PO?

How do | add hardware, software or services to 1l ksting?

How do | get added to an EPL if the EPL RFP opehiag) already passed?
How do | obtain a state government contact list?

How do | verify that ITS is tax exempt?

How do | do business with the State of Mississippi?
Refer to the information located @21-010 How to Do Business with the State of MEpISI.

How do | get on the State “vendor lists™?

Your company does not have to be on a state “b&t”tb do business with the State of
Mississippi. We suggest that you review the infation on the TS websiteto determine how
best your company could provide products or sesvioghe State of Mississippi.

From the home page, select "Procurement” on theofothe screen. The link i¥endor
Information The ITS Vendor Information page provides infotim@ concerning how to do
business with the state of Mississippi and includdss to other vendor-related resources. You
would particularly need to note the link RFPs Advertised By choosing this link you will
access a list of Current Requests for Proposélan RFP requests products or services that your
company can supply, you may respond to the RFP.

There is another link on théendor Information Pagealled General REPs General RFPs are
solicited yearly in January for use through théofwing January to acquire products and services
for more routine projects that do not require adivitlual Request for Proposal document just
for that project. The General RFPs for the calerygar are advertised in late fall for receipt in
January. Vendors may respond to General RFPs thteinitial proposal opening date at any
time during the year until November 30th.

How do | receive notification of RFPs?

ITS doesn’t notify vendors directly when RFPs awblgshed. We publish all of our RFPs on the
ITS website Select “Procurement” on the top of the home pagee link isSRFPs Advertised
(Note: There is also a quick link to this infornaettion the right hand side of the home page).

32



We also publish all RFPs in th@larion-Ledger typically on Tuesdays, and submit all RFP
advertisements to thdississippi Contract Procurement Center

How do | check the notification of award for an RFP?

Check thelTS Website by selecting "Procurement” on the top of the hgrage. The link is
RFPs Opened (Note: There is also a quick link to this infation on the right hand side of the
home page).

How do | obtain information related to a particular project or proposal (Public Records
Request)?

All requests for information under the Public RetoAct must be submitted writing to:
Executive Director

Department of Information Technology Services

3771 Eastwood Drive

Jackson, MS 39211

RE: PUBLIC RECORDS REQUEST

Refer t0019-010 ITS Public Records Procedui@smore information.

How do | obtain a SAAS code?

Submit a W-9 form to the project manager handlimg project. The project manager’s contact
information is included on the cover page of thePRFA copy of the W-9 form can be obtained
from theVendor Informatiorpage.

How do | check the status of a PO?
The Vendor should contact the Agency for whom I'B8ducted the procurement. That agency
will issue the PO.

How do | add hardware, software or services to my EL listing?

Depending on the EPL, products may or may not ke tabbe added. Some EPLs do not allow
for changes until the mid-cycle update or the né@®l Eycle. Other EPLs may be changed with
the mutual consent of ITS and the vendor. To wtdad more about adding products or
services to a specific EPL, review the RFP by cherckhel TS websiteunder “Procurement” on
the top of the home page. The linkMgndor Information Scroll down toEPL RFP Cycle
Dates and New Vendor Opportunities

How do | get added to an EPL if the EPL RFP openindpas already passed?

If the EPL has its mid-cycle update, which usualégurs six months after the original opening
date, submit a proposal at that time. To undedstanre about when to respond to a specific
EPL, review the RFP by checking theS websiteunder “Procurement” on the top of the home
page. The link i&/endor Information Scroll down tcEPL RFP Cycle Dates and New Vendor

Opportunities

How do | obtain a state government contact list?
The list may be requested via thE€S website,using the Contact Tab on the right side of the
page. The list is sent via e-mail, usually witBibusiness days.
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How do | verify that ITS is tax exempt?

There is a tax exempt letter on file in the ITS iBass Office from the Mississippi Department
of Revenue that exempts ITS from sales tax undetid®e27-65-105A oMississippi Code If
more information is needed, contact the project agan The project manager’'s contact
information is included on the cover page of the°’RF

Source: 25-53-1, et seq
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Part 2 Chapter 3: Glossary of Terms
Rule 203.1: 005-125 Competitive Written Bid

IT purchases over $5,000.00 but not over $50,05,000.00 for projects funded by the
American Recovery and Reinvestment Atave been delegated by ITS to the purchasingyenti
Purchases in this price range do not require ageenent of bids but do require at least two
competitive written bids. "Competitive written Bidbften referred to as a "written quote,” is
defined as follows: a bid submitted on a bid fdumished by the buying agency or governing
authority and signed by authorized personnel reptesy the vendor, or a bid submitted on a
vendor's letterhead or identifiable bid form anghsed by authorized personnel representing the
vendor. You must select the lowest quote.

"Competitive” means the bids are developed based spmparable identification of the needs
and are developed independently and without knaydexf other bids.

Source: 25-53-5 (0); 31-7-13 (c)
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Part 2 Chapter 3: Glossary of Terms

Rule 203.2: 005-150 Consensus Scoring

ITS utilizes a_Consensus Scoring methodology fappsal evaluation. ITS has found that a
consensus rating arrived at by the evaluation tefter consideration and discussion of all

information provided by a vendor represents a nagrirate assessment of the vendor's offering
than does a mathematical averaging of individualwators' scores.

In a consensus scoring approach, individual evatsaead the assigned proposals, or sections of
proposals, prior to evaluation work sessions anklenmates of proposed scoring, observations of
strengths and weaknesses, and questions regandivgmdor's proposal.

During consensus scoring sessions, the evaluadichtétor directs the team's attention to each
item in the specifications. The evaluation teamsiters one proposal at a time, comparing the
vendor's proposed offering against the specifioatio the underlying RFP or LOC. Consensus
scoring sessions encourage open discussions amstiaqseamong members of the evaluation
team. Evaluators discuss the relative strengtlisveeaknesses of a vendor's proposal in each
area. Open debate about a vendor's statemensmyn®e is encouraged to help ensure nothing
proposed by a vendor in response to a requirersemiarlooked. This discussion may provide
additional insight into the vendor's offering amnd/correct misperceptions of individual
evaluators, so that the consensus score arrivieg thie team may differ from the initial score of
the majority of evaluators and from the mathembataearage of the individual scores. The most
important factor in assigning a final consensusres¢o any item is that the score accurately
reflect the merits and value of the vendor's prapfis that item.

Once the team has arrived at a consensus scoranfalem in the proposal, the evaluation

facilitator captures the consensus score along édttumentation of the team's observations of
noted strengths and weaknesses of the vendor'sgabfor that item. Narrative documentation

is required for items that either exceed the spmtibn or do not meet the specification in some
manner. Only the consensus score sheet and cosrasntofficial and become part of the

project file. Individual team member evaluation righeets and notes are collected and
destroyed once the consensus scoring is completed.

If an item or area in a vendor's proposal is neaclor cannot be scored due to ambiguity or
missing information, the evaluation team may de@deritten clarification from the vendor is
appropriate for a given item. In this case, atemirequest for clarification will be generated and
sent to the vendor. The area or item under reviey be suspended from scoring until the
response is received from the vendor or a temposagre may be assigned. When the
clarification is received, the evaluation team oagain addresses the item and determines a final
consensus score.

Source: 25-53-3 (g); 25-53-5 (0)
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Part 2 Chapter 3: Glossary of Terms

Rule 203.3: 005-200 Delegation of Approval

Mississippi CodeSection 25-53-21 (f) specifies that the ITS ExasuDirector shall receive,
review, and promptly approve or disapprove all e=sgs of agencies of the state for the
acquisition of computer equipment or services, Wiite submitted in accordance with rules and
regulations of the authority.

Section 25-53-25 (2) allows ITS to delegate approacertain acquisitions as follows:

The authority [i.e.ITS Board may establish policies and procedures for theppse of
delegating the bidding and contracting responsidi related to the procurement of
computer equipment or services to the purchasirem@g Such policies and procedures
must address the following issues:

Establish categories of equipment or services tdtkc

Establish maximum unit and/or ceiling prices offspcocurements;

Establish reporting, monitoring and control of spchcurements; and

Establish other such rules and regulations agssary to fully implement the
purposes of this section. Nothing in this subsecshall be construed to imply
exemption from the public purchases law, beingiSe@1-7-1 et seq.

apop

Delegation of Approval is the term for ITS' delagatof the responsibility and approval for
certain routine information technology acquisitidmsthe agencies and institutions under ITS
purview. Purchases may be made under these delegabcedures without prior ITS approval.
Examples include certain categories of procurembalsw the bid threshold, purchases made
from the ITS Express Products Lists, and delegabbrthe procurement process to state
institutions of higher learning up to a definedldolimit, in accordance witiMississippi Code
Section 25-53-5 (b) to give consideration to thecgd needs of such institutions due to their
teaching and research functions.

For specific delegation dollar amounts and categorrefer t0015-010 Procurement Limits
Policies: State Agencieand 015-020 Procurement Limits Policies: IHLsThe delegation
amounts are different for state agencies and &iitutions of higher learning. For institutions of
higher learning, the approval of technology purelsaselow the cost threshold requiring ITS
involvement is specifically delegated to the ingtan's CIO, who must approve all such
acquisitions, whether acquired competitively ootlgh sole source certification.

Because ITS has delegated the procurement praxdéidts for certain dollar amounts above the
threshold for competitive bidding, this delegatalso includes giving the IHL the authority to
advertise and issue an RFB, ITB, RFP, or other atitiyvee instrument, evaluate responses,
make an award, and negotiate and execute a cantrBbe advertisement for competitive
procurements issued by IHLs may be made in accoedanth ITS Statute25-53-5 (0) (in a
newspaper of general circulation in the State) ibih ywublic purchasing statute 31-7-13 (c) (i) 3.
(in a newspaper published in the county or munlitipan which the IHL is located). Note that,
for any delegation or exemption, ITS requires taktads and procurement instruments be
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published on the Internet in a location that idilgasearchable by and available to the general
public.

Source: 25-53-25 (2)
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Part 2 Chapter 3: Glossary of Terms
Rule 203.4: 005-400 Lifecycle Cost

The lifecycle cost of an information technology jert means thétal committed costsof the
project, not just the initial or up-front costs.ifdcycle cost includes all costs associated with
obtaining the item and maintaining and operatirfgritits projected lifecycle. Initial or one-time
costs might include purchase price, freight, ingtain, and training. Ongoing costs include
such expenses as post-warranty maintenance; suppcuding help desk charges, upgrade
charges, and on-site vendor personnel; and anyrregwsage charges.

Examples:

(1) An acquisition of equipment with a projectetediycle of five years, a purchase cost of
$100,000, monthly hardware maintenance of $250,ralaled annual software fees of $10,000
has a lifecycle cost of $165,000 (($100,000 + ($280 months) + ($10,000 x 5 years)).

(2) An acquisition of software from the Microsofbtérprise Agreement is a three-year purchase
commitment. The lifecycle cost is the cost pet sezes the number of seats times 3 years.

(3) For a turn-key acquisition of hardware, systsoftware, and consulting services for the
development of an application system, the lifecyotsts consist of: (a) all initial fees for
hardware and software, (b) hardware and softwarmtereance and support costs over the
projected life of the hardware and system softwéee,all consulting fees, including initial
development, implementation, training, data conweersand other requested services, and (d)
any applicable ongoing costs for support of theltegy application system.

As part of the procurement request to ITS, theaust is asked to provide an estimate of the
useful life of the acquisition prior to replacemernihis estimate is used as the lifecycle term
over which the lifecycle cost is computed.

See the definition of "ProjectSection 005-600for an explanation of the implications of project
lifecycle costs.

Source: 25-53-5 (0)
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Part 2 Chapter 3: Glossary of Terms

Rule 203.5: 005-600 Project

Why define a project?

(1) Each ITSExpress Products List (EPkpecifies a maximum spending lirpgr project. For
projects costing up to the designated amount, I&$ delegated to the purchasing entity the
authority and responsibility for selecting the I@tvand best vendor for the specific project from
among the offerings on the EPL. Projects wittal project lifecycle costsabove the EPL limit
are beyond the scope of this delegated processaamdsubject to full ITS review and
authorization. See Handbo@&ection 005-400or the definition of lifecycle cost. [Note: with
ITS participation and approval, EPLs can be utilizs the procurement instrument for projects
above the EPL spending limit via tféanned Purchases procéssndbook Section 013-080) or
by submitting aCompetitive Procurement Requdst ITS to issue d.etter of Configuration
based on the appropriate EPL.

(2) For information technology projects involvinget expenditure of funds above a specified
limit, state law requires: (a) that the acquisitiom based upon competitive specifications; (b)
that the acquisition be publicly advertised; and) that sealed proposals be received and
evaluated to determine the lowest and best respbfidiessissippi CodéAnnotated, Section 25-
53-5 (0)]. State law further specifies that iuidawful to split purchases in order to circumvent
the requirements for advertisinglississippi CodeéAnnotated, Section 31-7-13 (0)]. ITS policies
and procedures use tha&tal project lifecycle costto determine whether a given acquisition is
above the bid threshold and to further determireptiocurement mechanisms that can legally be
used for that acquisition. Sé#¢andbook Section 005-40fdr the definition of total project
lifecycle cost and ITS Procurement Limits PoliciasSection 015-010 (State Agencieand
Section 015-020 (IHLsjor an overview of procurement mechanisms by \itde cost range.
Note: The current bid threshold is $50,000 exceppfojects funded by themerican Recovery
and Reinvestment Act (ARRA)For ARRA projects, the bid threshold is $25,000.

(3) Mississippi CodeAnnotated, Section 25-53-5 (k) requires that i for information
technology purchases be approved byliffe® Board The Board is authorized to delegate this
approval to the ITS Executive Director for projectssting less than a specified amount. See
Handbook Section 018-03fbr current Executive Director thresholds and Blo#&mpproval
requirements. Thaotal project lifecycle costis used to determine whether a contract can be
approved by the ITS Executive Director or must lensitted to the ITS Board for approval.

(4) Mississippi CodeAnnotated, Section 31-3-21 requires that any ewtdr submitting a bid
for a public project that (a) involves erection, building, constructioeconstruction, repair,
maintenance or related work and (b) will cost ircess of $50,000, possess a Certificate of
Responsibility issued by the Mississippi Board an@actors. This section of the code also
requires that all bids submitted for such projemiatain, on the exterior of the bid envelope,
contractor’s current certificate number. Projdoiglving inside or outside cabling fall within
this category and are under the purview of ITS.e Tital project lifecycle costis used to
determine whether the project requires a certigzt responsibility, which in turn determines
who can bid on the project and whether the bid rhase the certificate number on the exterior
of the bid envelope to be accepted.
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Guidelines for defining a project:

A project has a specific objective or desired aqushment and defined starting and ending
dates (even if these are rather flexible!). A pobjis not “business as usual,” but a process that
is outside the normal flow of work. Projects havdefined scope and a predefined budget and
are often executed by contractors or by staff membéo are acting outside their everyday
work roles.

ITS gives our customers some flexibility in defigira “project,” based on the customer’s

procurement process and guidelines from their atglitITS does not make a final ruling but has
developed the guidelines below for determining Wwhetexpenditures should be considered a
single project. The primary “rule of thumb” is ththe purchaser document and consistently
apply a valid and defensible methodology for deiina project and that the purchaser look at
each project separately in regards to vendor sefectlTS suggests the following factors that

may determine the definition of an information teglogy project:

1. A project might be defined by the time frame of thechases (e.g. all agency worksts
procurements for a fiscal year might be a singlggat; a technology training class wo
typically be a single project)Note: The 2way radio EPL specifically defines a "proje
for the purpose of the EPL purchase limit as thiltexpenditures for equipment ¢
services made by an agency from this EPL per figeat.

2. Funding source ight define a project (e.g. if the funding sourcpkce differer
requirements on the purchasing entity, separatggisomight be needed to accommo
these requirements).

3. In some cases, location of equipment might detex a project (e.g. if eadistrict office
can consider a different vendor and/or a diffetenhnical solution, these acquisitions ct
be considered separate projects.)

4. Technical requirements can define a project (equigition of several variations of desk
workstations for an agency might be a single ptojadile the acquisition of deskt
workstations for the central office and of ruggedidaptops for the same agency’s mc
units might be separate projects).

5. Potential for volume discount can defia project (i.e. Will aggregating requirements
hardware, software, or services across time, logatior funding sources potentially resu
significant cost savings to the state? Will usstngompetitive process potentially resul
better pricing? Note that the instructions for EPLs specify thablmihed prices are not-to-
exceed amounts based on a quantity of one. Cusioare encouraged to aggrel
purchases in order to negotiate for volume discotrom EPL vendors where applicable.)

6. Business functionality and proposed utilization t@frdware, software, and services
define a project. (e.g. multiple scanners purctidsegeneral use across an agency mig
a stand-alone project; a scanner purchase for @figpapplication syeem for which othe
hardware, software, and services are also beinguped should probably be considere
part of the larger project.)

Source: 25-53-5 (0); 31-7-13 (0); 25-53-5 (k); 321
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Part 2 Chapter 3: Glossary of Terms

Rule 203.6: 005-800 Silent Period

The Silent Period is a period of time during pr&suent in which any state employee directly or
indirectly involved in any step in the procuremgmbcess, including but not limited to

procurement management, development of specifitstievaluation of proposals, and contract
negotiations, should not communicate with prospectiendors. The silent period typically

applies to all employees of the customer agencil. cétnmunications with potential vendors

during the silent period should be directed to ittéividual who is the contact person for the
procurement or should occur only as authorizedhgydontact person in conjunction with the
procurement process.

ITS recommends that customers begin the silentogedt the time they begin formal
development of requirements and specificationsorRo that time, customers can and should
communicate with vendors about the marketplace t@etinologies as they formulate their
project scope and approach. At the point in tinteenva customer has done adequate research
and begins to formulate the specific requiremetits, customer agency should cease their
communications with vendors in that marketplaceatoid any appearance of impropriety or
favoritism.

ITS also recognizes that incumbent vendors mayedspning work for the customer and that
the work may or may not be related to the scopanoéctive procurement. In those cases, the
customer agency will naturally continue to havetaohwith the vendor in the course of doing
business. This contact is not an issue. Custostessld, however, take extra precaution to
avoid a perception of misconduct by (1) meetingyioups and avoiding extensive one-on-one
time with a vendor who provides the products andiises being acquired in the active
procurement; and (2) not discussing the activeymeroent.

Source: 25-53-5 (0)
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Part 2 Chapter 4: Procurement Contacts
Rule 204.1: 007-010 Procurement Contacts: by Role

The responsibility for technology procurements eth the Information Systems Services (ISS)
Division of the Mississippi Department of Informati Technology Services (ITS). The
following individuals can assist you with variouspacts of technology procurement, whether
you are a customer, a vendor, or an interesteq.pawditional contact information for specific
procurements is published with the Request for &sals or Letter of Configuration.

If you reach voice mail and need to speak with smmeammediately, press "0," stay on the line,
and explain to the ITS Receptionist the type aasc needed.

Type Assistance: Name Telephone E-mail

Procurement Help Desk (Rotates) 601-432-816Bocurement Help Desk
ISS Division Director Lynn Ainsworth 601-432-8150ynn.ainsworth@its.ms.gov
Procurement Process Tina Wilkins 601-432-8161| tina.wilkins@its.ms.gov
Specialist

Procurement Team Leaders:
Renée Murray 601-432-8146Procurement/Consulting Tean

Leader
Anthony Hardaway601-432-8110 [Procurement/EPL Team Lead
EPL Questions Contact tirocurement Help Desk
Public Record Requests Jeanette Crawford  601-439-8Public Records Officer
Customer Invoices Lynn Ainsworth 601-432-815nn.ainsworth@its.ms.gov
ITS Switchboard Receptionist 601-432-8000

Source: 25-53-5; 25-53-21; 25-53-25
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Part 2 Chapter 5: Procurement Process
Rule 205.1: 009-001 ITS Procurement Process Flows
Diagrams of the ITS procurement process are providdow

Table of Contents:
Overview of ITS Process
Customer Purchase Procé€alier ITS approval is received)
Details of Process by Procurement Type
» Competitive Procurement: RFP
» Competitive Procurement: LOC
» Revision to Previous Approval
e Sole Source Certification
» Exemption
 Emergency Purchase
* Planned Purchase
e Protest Process
» Quality Assurance Review Process

You may download a PDF version of the ITS Procurg@nfrocess diagram from the ITS
website by clicking the following linkProcurement Flow ITS.pdf
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Overview of ITS Process
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Customer Purchase Process
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Competitive Procurement: RFP

Competitive Procurement: RFP
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Competitive Procurement: LOC

Green =
Competitive Procurement: LOC Optional
& Process
Functional Requi its;
Customer LOC Review/approval,  ——#= Dayelop Letter of ITS Templates
LOC Confidentiality Agreements Configuration | Content; and Standard:
(LOC) Format =
Solicit Additional
Request for Response;
—_— f——————————————
Vandors Sonkacted g:::;spfg;, General RFP Response
Presentto ITS
Board for Approval f——Yes. Malid General RFP Response.
Tabled by Board to Issue
I_‘3 d o h LOC Vendor Query;
oard approval to issue o [ Vendors Matching Query
l L 4 y
B \ Internet
Query LOGC Issue LOC | (O (uanl;gllljhed
v :
‘Vendor Representatives———————————» Cogg:grgﬁggor ‘endor Conference Attendees List:
‘ Business Requirements
@Qwstiom re LOC———————— v a—ﬁiﬁp{g:gs?o s ——Responses re Agency Intent
l Vendor Questions;answers;
LOC Amendments Internet

{unpublished
URL)

Preferences on weights/categories/ Define Scoring
Criterla » Methadology Summary

——Scoring Methodology—

Pmposals-—h Open Proposals Register of Proposals

NOTE:
Validate Proposals LOC process may require confidentiality agreements signed by
all participants for:
(1) LOC specifications pre-release
{2) Proposal Evaluation
(3) Contract negotiations

Input on Consensus Scoring | » Evaluate (Score) (4) Awarded Proposal
Proposal Confidentiality Agreements Proposals

:

= Conduct Vendor Observations;
1 Pr N§———P £ | : :
( Vsridors } Demosiinterviews ‘—Sconng updates Evaliatica eam

L 2
Proposing : : Motify Awarded < 2 :
Motification of Award \Vendor Motification of Award {un[.;Jug:I?;hed
Request for Review; W
Summary Evaluation; —————————ji=|
Feedback on proposal Conduct Post
Procurement
Info on Business Requi e Review
ITS handles
according to Resolved
ITS Protast Protest
Policy

48



Revision to Previous Approval

Revision to Previous Approval
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Sole Source Certification

Sole Source Certification

‘ Customer '—

Unique business requirements;
Documentation of research

Signed Certification——

Product performs a
unigue function for
which no other product
axists;

Agency has a business
need for this unique
function;

Mo other party can
provide the product

Acquire Sole
Saurce
Documentation

A

Obtain or verify
signed
certification from
customer
executive
management

Research
Marketplace

Confirm unique
functionality?

Yes

Confirm no

Certification of unigue features;
=" Gertification re no resellers

Competitive
Frocuremeant
Process

No

reseliers?

Yes

Certify as Sale
Source
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Exemption

Exemption

Information on project scope Review Customer
—
and approach

specs; advertise;
equitably evaluate
responses

Agency will negotiate
and sign contracts
{cannot limit fiability)
Agency will process
open records requests
Agency will conduct
Paost Procurement
Reviews

ITS must hear any
resulting protest

Request for Review,
Summary Evaluation;

Feedback on proposal————»)

Documentation

h 4
Obtain or verify
signature re
compliance with
Signed Concurrence—————— exemption
Must certi Sign ture: ﬁmm
= Agency will follow all management
laws: develop open -

ITS/Customer
Present to ITS
Board for Approval
of Exemption
3
Yy
ITS issues Non-
vendor-specific
©P-1 approval j&———Board Approval
document
k 4
CUSTOMER
advertises,
evaluates, awards,
notifles vendors
h 4
CUSTOMER
conducts Post
Frocurement
Reviews
dllﬁerenliai above Yes
Director Approval
Board Approval
ITS handles
according to
ITS Protest
Palicy
CUSTOMER
Exeriias ot 44— Resolved Protest
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Emergency Purchase

Emergency Purchase

CUSTOMER
executive
management
declares
emergency under
MS Code 31-7-13
()

CUSTOMER gets
quotes, arranges
for products!
services; executes
contracts if
required

y

CUSTOMER
completes
Emergency

Purchase
Certification for
Exscutive Mamt

Signature

Signed emergency certification

ITS logs and files
Emergency
Purchase
Certification

ITS issues CP-1
for accounting
purposes to assist
‘with payment of
invoicas
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Planned Purchase

Planned Purchase

Verify project
included in t=l——Froject Plan Information
approved plan

ITS Planning
System

Updates to Plan

Request Plan
i
Customer

Yes

EPL and Verify items are
ITS EPLs Purchase———fs inciuded on
Data current EPLs

v

Draft Customer

Approval and
Tracking Letter
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Protest Process

Green =
Optional
Process

Protest Process

Notes:

(1) Interested Party: Any party documented
interest in Protest; Awarded Vendor is
automatically an Interested Party

Protest with Protest Bond; -
Acknowledgement of Protest

Protest Logged In
& distributed per
ITS Protest Policy

(2) Protestor: Any actual or prospective participant
in the procurement wha is aggrieved and files a

Protestor -

NO: Returned Protest

Protest
Copy of Protest + Interested Parties
AN )

Request not to stay; justification;
Determination re stay of procurement

Customer
Executive

Evaluation Team Questions/Answers re Procurement-is

Infarmation on Pﬂ:mr&mem-ﬁ
h

. Information re Protest———fs

YES 3
h 4 p={ Interested Party
ITS Executive ; 5
Ditectar ——Notice re Stay/No Stay
determines
whether to stay the i :
ITS Executive
Director Reviews Procurement File
Protest - and
st Documentation
ITS Executive
Director conducts
Protest rm—
Conference if Exec| el

Dir deems needed

Frotest lacks merit or harmless emors: uphold State's action;
OR

b 4

Merit in Protest: Reevaluate OR Reissue RFPILOC

Information on Proposal————»
‘ Interested Party l
F 3

Executive Director's Decision

ITS Executive
Director issues
Decision

Executive Director's Decision

“—Appeal of Executive Director's Decision

Appeal logged in &
distributed per ITS
Protest Policy

g Appeal to ITS Board
of Executive Director's Decision

MO Returned Appeal
Exec Dir Decision
YES
‘ Evaluation Team 'd—QuestionsJAnswers re Procurement-js Re\lr.ireSwEDI;;dtest Procurgﬁnt 7
- o asmH Documentation
[ | 'L
Inif i ¢ .
nformation on Pr TS Board
conducts Protest
; Information on Proposal—————]  Conference if Decisions:
Board deems Uphold Exec Director's Decision OR
needed Render new decision (same options as Exec Dir Decision above)
h

Board’s Decision

Interested Party

!

ITS Board issues
Decision

—~Board's Decision
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Quality Assurance Review Process

lExampIas Include:

Green =
s LOCor RFP Optional
¥ x = RFPad
Frocess
Quality Assurance Review Process | R
= Responsesto Vendor Questions
+  Scoring Methodology
Draft Procurement *  Proposal evaluation resuits
Deliverable »  Board write-up
=  Nofification of award
«  Contract
CP-1
TC comy b
P?O;re?mﬁ =  Post-procurement review materials
Route Slip: =  Project correspondence
applicable QA
routing, based on
deliverable
z T
Draft Deliverable
X
. Assigned QA
Deliverable, edits marked,
TCedts [ i required —] ke
deliverable with ; - 04 A
Track Ch | Edited draft for rewew._b
e anges if requested
;Draﬂ Deliverable, updated———— Deliverable, no edits required
3y
Deliverable, edits marked,_ T Eegder
TC edits If required reviews, if
deliverable with Edited dratt for review, |~ 2pplicable
Track Changes If requested
[ Draft Deli ble, updated Deli bie, no edits required
v v
y . Procurement
Deliverable, ed_lts marked, Erocess/Product
o If required — S :
TC edits i . Spe(nahst_ reviews,
deliverable with I{En rsrza ue;;:viw. Brplote
Track Changes q

L—Draﬁ Deliverable, updated

l“’

Deliverable, edits marked, |

Deliverable, no edits requirad

Deliverable, no edits required

TC edits el— IS5 Management
. : If requirad 2 :
deliverabie wilh Edited draft for review, dalianes it
Track Changes §F—— if requested — applicable
l—Dr:aft Deliverable, updated
TC routes to
Customer and
anthes ‘—Yes
Customer edits
1
TC routes to
Vendor and
SiEeHnecs
Vendor edits

L

Final Procurement

m

TC finalizes
deliverable

A 4

[

55



Part 2 Chapter 5: Procurement Process

Rule 205.2: 009-005 Procurement Process: SubmittirgRequest
Instructions for Preparing and Submitting a Procurement Request
Overview

Requested Information: General/Competitive Procemsm

Additional Information: Cooperative Purchasing Seppent

Additional Information: Sole Source Certifications

Additional Information: Emergency Purchase Caréfions

Additional Information: Exemption Requests

Additional Information: Revision Requests

Additional Information: Planned Purchase Requests

OVERVIEW

Requests for the procurement of information tecbgywhardware, equipment, systems, software
or services by agencies or institutions under th@ipw of ITS may be submitted to ITS via the
On-line Procurement Requests Systenby faxing, mailing, or emailing the applicalverjuest
form.

The On-line Procurement Requests system is accelseed the ITS website under the
"Procurement” link on the top of the home pageecelg ‘On-line Procurement Request
State employees should use their ACE user id asdwad to log in. Staff at IHLs, local
governments, or other entities that do not useAG& applications should contact the ITS
Procurement Help Desit (601) 432-8166 to obtain a user id.

Customers who do not use tBa-line Procurement Requests Systaith find the forms needed
for submitting a request under the "Procurememik lon the top of thédTS home pageby
selectingProcurement Request FormAll forms are available in PDF or Word format.

Note: The ITS procurement function frequently hagueue of projects that have been submitted
and are waiting assignment to the ITS TechnologgsGltant who will conduct or process the
procurement request. ITS encourages customerentbia requests as early as possible to help
ensure the products or services being procurecheaiable when needed. Customers do not
have to complete every item on the procurementagigiorm prior to submitting a procurement.
It is preferable to submit partial information themhold the request for additional research and
jeopardize the procurement schedule.

Each Procurement Request form consolidates the lnafsrmation ITS needs to manage and
track your request through the ITS procurement ggscand allows detailed information
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concerning the procurement to be attached. Incaldéhe information about your agency or
institution requested on the form, including projeontact name, phone, hand mail or mailing
address, fax number, and email address. It isialportant that you assign a Project Title to
each request that ITS can use to reference yoyeqgbnm our communications with you. Most
other fields on the form are not required for alitsubmission of a request. The more
information you provide, however, the more quicklyd easily your request can be processed
once assigned.

ITS will need detailed background information abth# needs to be met by this acquisition.
ITS procurement personnel must fully comprehendtwba are trying to accomplish with this
acquisition to determine the best way to meet ymeds. Detail as much as you know at the
time of submitting the request. Your assigned Tietbgy Consultant will work with you during
the procurement process to obtain any additioriatnmation required.

The request form asks for information concerningerahtive solutions and functional
specifications for the acquisition. If you havesearched and documented alternatives and
specifications, include these details in your refudTS can expedite procurement requests that
are submitted with complete, correct, and spedfickground, alternatives, and specification
information. However, as with other informatiorgquested on the forms, ITS staff will be glad
to work with you to research alternatives and dgwélinctional specifications for items to most
appropriately meet your needs.

The information listed below further defines thdommation to be provided on the various
request forms. Call thd'S Help Deskat (601) 432-8166 if you have additional questiahen
filling out the forms.

REQUESTED INFORMATION: GENERAL
The following items are generally applicable acrossultiple request types.

Project Title - The project name used by the customer agency wdferencing the project (up
to 40 characters) that uniquely identifies a preocugnt request for the customer.

Stimulus (ARRA) Funds? -Mark “Yes” or “No” as to whether or not the projast ARRA-
funded.

Customer Contact Information:
Agency/Institution - The full name of the agency or institution suttimg the request.

Address - The complete address for the contact persoedliselow as the project contact. This
may be a HANDMAIL address or a U.S. postal address.

Contact Person- The name and title of the individual whom ITSi@ntact should additional
information be needed. This person should be irawin the preparation of the request and
completely familiar with the background, requirenseiproject schedule, etc.

Phone- The telephone number of the contact person.
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Fax - The fax number of the contact person.
E-mail address- The e-mail address of the of the contact person..
SAAS Codes:

SAAS Agency Code(state agencies only} Your agency's SAAS code (for agencies on the
Statewide Automated Accounting System).

Provider Code - To make sure that invoices for ITS procuremenvises are addressed and
routed correctly to your agency, enter the Providede to which charges for this request
should be billed. If you don't know the providerde, Provide specific information on the
department and/or individual to be billed, alonghwthe mailing address. You may also
contact the Procurement Help Desk for provider dattemation (601- 432-8166).

Division/Department - The department(s) and subdepartment(s) that wedl the requested
equipment or services.

Handmail - Mark “Yes” if the address listed in item is ankdanail address for delivery by DFA's
Office of Capitol Facilities. Mark “No” if the addss listed is a postal address.

Project Summary:

Narrative Description of Project - Provide an overview of the project:
* What is being procured
* What business needs the product or services witme
* Any applicable statutory mandates
* Is this a new function, replacement of current m#bon, automation of a manual
function

ITS Acquisition Approval (CP-1) should be effective through this date Date through which
the requesting agency will need to pay vendor ice®i For example, if you anticipate that a
software system will be implemented by December Z113, and you will pay monthly
hosting fees for three years beginning with impletagon, the CP-1 must be in effect long
enough after December 31, 2016 to allow paymetitefinal vendor invoice. Forty-five to
sixty days after the anticipated completion of ajget is a good rule-of-thumb in assigning
this date.

Cost Estimates- This section of the request form is designedapture your best estimates of
one-time and recurringosts for the lifecycl®f the project. Costs should be broken out by
state fiscal year, for the lifecycle of the proje®ote: These estimates should include total
project costs to be paid to outside vendors for havdware, software, and services, and do
not include internal agency costs such as staiby fspace, and existing hardware.

Time Constraints:

Item Needed by- Date by which you need the requested equipmesbfiware delivered or
services to begin.
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Funds Expire - Date funds expire, for state or federal fundyegr, grant end date, or other
time-related funding constraints.

Discuss Funding-
* How much of total anticipated funding needed fa tinoject is actually available at this
time?
* What is your total project budget (external anetinal)?
* What is the percent of federal matching fundsplecable?
» Are there other funds that are not general fundiesth
* From what fund number will the payments be made?

Anticipated Lifecycle of Products/System (i.e. estiate years effective use)
* How long do you anticipate using the product tabeguired before replacing?
* What types of upgrade options are needed?
* How long do you plan to pay maintenance/support?
* What do you anticipate the term of the initial et will be
* What renewal options are desirable (i.e. numbeepnéwals and length of each optional
renewal term)

Acquisition Details:

Items Requested -Depending on what is being requested, you may reiflhe detail the
requested items on the form or (2) attach spetifioa. If detailing the items on the form,
list the name, quantity, description, and buildingation(s) of the items being requested.
Include the estimated dollar amount of each itensesvice. If more space is needed, you
may include an itemized attachment. If you itenopean attachment, be sure to summarize
the acquisition in the space provided and referettee attachment. If attaching
specifications, furnish as much of the informatourlined below as practical and applicable.
Remember: State law requires that procurementsfofmation technology be open and
competitive. ITS is prohibited bstatutefrom issuing specifications that limit competition
when there are multiple products available to nyeet business needs. We are committed
to working with you to develop the best possibleafications both to ensure your objectives
are achieved and to protect you via a legal andrd@ble procurement.

* Initial minimum functional specifications - Based upon your agency or institution's
initial needs, define in as much detail as possidat your minimum requirements are
for the item(s) you are requesting. Outline thosspuirements you consider mandatory.
Do notsimply list specifications from a vendor's techhisheet. Instead, define those
functions that correlate with your business neat¥here specifications are restrictive, be
particularly specific as to why the requirements aecessary to meet your needs. If the
item(s) requested must be compatible with exiséggipment or interface with current
applications, describe the equipment and applioatourrently in place. For application
software, are you seeking a COTS solution or custtewelopment? How much
customization of an existing package is acceptabM@te: The preferred format for
detailed requirements is bulleted or paragraph form Word document. Do not insert
the specifications into an ITS RFP or LOC templatedevelop an RFP or LOC
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document, as our templates change frequently asdtép will create extra work for you
as our customer.

Training, documentation, implementation, and relat@ services- In addition to the
functional requirements for equipment or softwavbat services will be needed for the
vendor during implementation? What are trainingunegments (number of staff, level of
training, location of training, classroom versuéma etc.)?

Maintenance and support requirements- Selection of lowest and best proposal in
many instances is determined by the maintenancesamglort a vendor can offer on the
item(s) he sells. Define what maintenance arramgeiyou deem most acceptable for the
item(s) requested.

Describe platform and infrastructure - Provide relevant information depending on what is
being procured:

What voice/data/video network connectivity will beeded
Provide information on transaction size, volume
Describe utilization of State Data Center resources
0 Mainframe
o eGovernment portal
o Payment engine
o Document management
0 Hosting
Describe security requirements based on classdicabf data and how these
requirements will be met
What database and programming language will be used
Will any additional hardware, software, personnelrbquired at your agency (beyond
what is included on this request)

ITS Statuteand thelTS Boardrequire that systems for state agencies be hestdk State

Data Center by default. If requesting approvaldquipment to be located outside the State

Data Center, provide justification. If requestamgproval for hosting to be provided by other

than the State Data Center, provide justification.

Progress to date- What has been done related to this projectuting any communication
with ITS staff (data/voice/procurement/other)? Yassigned project manager can process
your request most effectively if he/she is awareany decisions that have been made or
information that has been obtained to date. Iliapgble, provide names and phone numbers
of contacts within ITS or within the requesting angzation who can provide additional
information.

Vendors Contacted: Attach written estimates or otheinformation received from vendors -
Provide the names, addresses and telephone nuofbersdors whom you have talked with
regarding the procurement. Provide copies of aepder proposals, configurations,
recommendations, or literature you have receivethentem(s) being requested.

Critical Factor(s) (in the selection of a vendor/band/solution for this acquisition) - Section
25-53-5 of the ITS law specifies that acquisititmesmade from the lowest and best proposal.
Many factors can be considered in determining ¢lneebt and best proposal. If selection of
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the proposal and products to meet your agencyiisin's needs should be based on criteria
in addition to price, you should furnish a listingf criteria upon which your
agencyl/institution believes the selection of "lotwvasd best" proposal should be based and
the priority of each criterion. Discuss amyanufacturer standard® place that were
established in compliance with ITS policy. What #re most critical functional or technical
requirements from your agency's perspective? Bssbudget/cost constraints.

Acknowledgement of procurement costs -Since ITS does not receive funding for the
procurement function, we must bill for the time spperforming procurement-related tasks.
This billing is done on a monthly basis for housgpended during the prior month and
continues until the procurement project is closdebr larger procurement projects or for
smaller projects that span more than one month,wibueceive multiple bills for services
for a given procurement. When proposals must beiteal for an acquisition, the requesting
agencyl/institution is responsible for the costshef required advertisementsTime Clarion
Ledger. Advertising charges and procurement servicesbelbilled to the customer on the
same invoice. When submitting a procurement foranmvail, fax, or email, enter the name
and title of the agency head, institution CIO, esignee on the line to the bottom left of the
form. This person must then sign and date the estqu By signing the request, the
authorized individual acknowledges understandinthefprocurement charges and commits
the agency/institution to paying all costs incurrekh the On-Line Procurement Requests
System the acknowledgement of charges is required wherréquest is submitted to ITS.
Note: ITS must assume that persons submitting peocent requests under their signature or
via the on-line request system have been authotzetb so by their agency or institution.
The customer agency must establish its own intepnatedures regarding signature and
procurement request authority.

ADDITIONAL INFORMATION: COOPERATIVE PURCHASING SUP PLEMENT

See 011-070 Procurement Instruments: Cooperative Rsinh Agreementfor additional
information on cooperative purchasing.

Governmental Entity Establishing the Cooperative Ageement - Name of the specific
governing body (level of government: state, loéadleral; name of entity and department) or
consortium (membership; type consortium) that afl§i established the cooperative
agreement.

Name of Cooperative Agreement -Specific contract/purchase instrument reference enam
Examples: GSA Schedule 70; WSCA Wireless Commuinica& Equipment Contract.

Contact at Sponsoring Governmental Entity -Name of person who can answer questions and
provide any additional information required regaglithe initial establishment and
permissible use of the cooperative agreement.

Phone -Of contact
Fax - Of contract

Email Address- Of contact
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Certification this cooperative agreement is availale for use by the state Requestor should
obtain certification from the entity establishirftgetcooperative agreement, stating that the
State of Mississippi may use the pricing and teamd conditions as a procurement vehicle
and that the contract was awarded in an open ampetitive manner. Optionally, the
requestor may ask ITS to obtain this certificatimm the contact listed above as part of the
procurement process.

Other Requirements for use of agreement Requirements the purchaser must meet in order to
use the cooperative agreement, including any napgssganizational memberships or other
prerequisites.

Attach printout and/or Internet link for requested products or services, with contract
pricing - Attach a printout of the page from the contradia@diment, or Internet that shows
the specific products or services being procuretithe associated pricing of those items.

Attach printout and/or Internet link for terms and conditions - Attach a copy of the contract,
including any processes or procedures for negogatiate-specific terms and conditions as a
modification or addition to the base contract. VRte a contact for contract questions and
issues, if known and if different from the contabbve.

Cost Benefit Justification -Discuss and quantify research regarding the priamdjterms of the
cooperative agreement demonstrating that the uséhisf agreement for the requested
products and services is in the best interesteoStiate.

ADDITIONAL INFORMATION: SOLE SOURCE CERTIFICATIONS

Note: Certification must be renewed for revisiagagprevious Sole Source Acquisitions. The
marketplace may have changed since the origina solirce acquisition. After an initial
contract term, a competition may be required.

See 013-030 Procurement Types: Sole Soufee additional information on Sole Source
Certification.

Specific business requirements to be met by the ragsted products or services The
purchasing agency or institution is responsibledi@cumenting its business needs in the sole
source request. What are the business requiremeas®d on your agency's mission,
enabling legislation, or external mandate, thattarbe met via the sole source acquisition?
Include both an overview of the business requirdmand details on the specific features of
the requested product or service provider on wthehsole source certification will be based.

Other products/vendors researched or evaluated Before a product or service can be certified
as single source, the market must be researchédemtify alternate sources or products.
Describe the competitive market and document tleeiBp reasons why other products or
service providers in this market cannot substdptimleet your business needs. If similar
products or services exist in the marketplaceptigness case for the unique functionality or
characteristics of the sole-sourced item must lmepediing for the procurement to be sole-
sourced undestate statute
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Unique features (i.e. special functionality) of theéequested product(s) or vendor Document
in detail the unique capabilities of the productervice to be sole-sourced. These features
should be based on business requirements descaib@de. As the requestor, you are
responsible for demonstrating that only one producupplier is capable of satisfying these
requirements. The uniqueness must be based oridoaldy. The following are_not
acceptable as sole source determinants:
» Patented methodologies
* low cost
» special incentives
* largest user base
» other comparative features

Vendor's Certification of Sole Source attached in addition to the requestor's certification of
need and uniqueness of the requested producteanstat is required from the vendor, on the
company's letterhead. This statement should gdatith that (1) the product is unique in the
specific ways documented by the customer above (2hdhe product is available only
through the manufacturer and not via resellersqustors should provide instructions to
vendors on the type of certification that is reqdirby Mississippi's sole sourcgatute
Vendors should not include adjectival justificatifrest, largest, fastest) but should clearly
describe unique functionality. If there are remmllbut the product itself is certified as single
source, a product-specific competition must be ootel among resellers to obtain
competitive pricing.

Vendor's proposal attached- If the vendor has provided pricing and/or teramsl conditions
for a contract, attach these. Because the Stat# & contractual disadvantage in an
acquisition not based upon a competition with dedaispecifications, it is especially
important that the contract be based on the Sted@act templates that meet Mississippi's
statutory requirements. The proposal and vendotracts provide a starting point for
incorporating the specifics of the purchase in® $tate's paperwork as a solid contractual
foundation that protects the purchaser for thedfféhe product.

SAAS Vendor Code(s)--Vendor must be ir8AAS before aCP-1can be issued Because the
vendor has already been determined in a Sole Saeapaest, providing the following
information in parallel with the documentation regd for sole source certification may
speed up the acquisition process. ITS will vetifgt the vendor information is already in
SAAS or will work with you to acquire thg/-9 form required to add the vendor to the
SAAS vendor file.

Place order to: Vendor name and address
Remit to: Vendor name and address Provide if different from "Place order to" inforniat.

Signature of agency head or IHL CIO- In addition toacknowledging procurement chargas
described in “REQUESTED INFORMATION - GENERAL", thisignature, for asole
source requests the requesting entity's certification that {19 requested product or service
performs a significant function or provides a seevior which no other product or source of
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services exists; (2) the requesting entity has siness need for these unique functions or
services; and (3) there are no other parties thatigrovide the product or service.

ADDITIONAL INFORMATION: EMERGENCY PURCHASE CERTIFI CATIONS

See 013-060 Emergency Purchasder additional information on emergency purchase
certification.

If applicable, attach a certified copy of the apprpriate minutes of the agency's board
meeting regarding the emergency purchaseMississippi CodeSection 31-7-13 (j) outlines
the emergency purchase procedure for state agemuiefHLs. This paragraph specifically
requires that any agency executive responsiblentagency board must ensure that each
emergency purchase is documented in the minutetheofboard meeting following the
emergency purchase. The minutes must include erigBsn of the product or service
purchased, the cost, and the nature of the emegrgeAccopy of these minutes must be
provided to ITS with the emergency purchase cestion.

Does the situation fall under the definition of aremergency set forth in Section 31-7-1 (f) of
Mississippi Code? - The statutory definition of an emergency is asofob:

f) "Emergency" shall men any circumstances caused by fire, flood, expigstorm
earthquake, epidemic, riot, insurrection or caubgdany inherent defect due
defective construction, or when the immediate preg®on of order or of publ
health is necessary by reason wfforeseen emergency, or when the imme
restoration of a condition of usefulness of anylgubuilding, equipment, road

bridge appears advisable, or in the case of a puiblity when there is a failure

any machine or other thing used and fulsen the generation, production

distribution of electricity, water or natural gas,in the transportation or treatmen
sewage; or when the delay incident to obtaining metitive bids could cause adve
impact upon the governing authorities geancy, its employees or its citizens; o
the case of a public airport, when the delay intide publishing an advertisem
for competitive bids would endanger public safetyaispecific (not general) manr
result in or perpetuate a specific breatlairport security, or prevent the airport fr
providing specific air transportation services.

The response to this item should outline the spectfimponent of this definition that applied
in the current emergency situation. Note: Thanitedn applies only to events that could
not have been reasonably anticipated. Failureldn pr to act in a timely and proactive

manner to replace or upgrade equipment or othatyste does not fall within the statutory
definition of "emergency."

What happened to cause the emergency?This explanation should be an expansion on the
events surrounding the specific emergency thatoited in question 2.

What would have been the negative consequences dajflldwing normal purchasing
procedures? -This section should include an explanation of éRpected turnaround time
for following a normal purchasing process, congdswith the timeframe in which the
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products or services were required in order toguerfthe mission of the agency. Note: The
law requires that the total purchases made undeethergency purchase procedure must
only be for the purpose of meeting the needs aildaye¢he emergency.

Basis of selection of vendor(s) used Even when using the emergency purchase procedure,
agencies should use reasonable efforts to
» Compare vendor offerings
* Ensure the selected product or service providetsitbe needs of the agency
* Obtain favorable pricing and contract terms ushgfbllowing:
o Written quotations
Use of state contract templates
Internet research
Reference checking
Other informal means that can be used within time ttonstraints imposed by the
emergency
In response to this question, the agency shouldritbesthe research and selection process
used for the emergency purchase.

© O O0Oo

Vendor's proposal attached
Remit to: Vendor name and address

Signature of agency head or IHL CIO- In addition toacknowledging procurement chargas
describe in “REQUESTED INFORMATION - GENERAL”, th&gnature, for aemergency
purchaseis the requesting entity's certification that extreme emergency existed to such an
extent that delay incident to giving opportunity fmompetitive bidding would have been
detrimental to the interest of the state.

ADDITIONAL INFORMATION: EXEMPTION REQUESTS

See013-040 Procurement Types: Exemptionadditional information on exemption requests.

Planned Acquisition Method: Describe the manner inwhich this procurement will be
conducted in fulfillment of state law -An exemption request is used by a purchasing entity
to request that ITS delegate the procurement psoilmesan acquisition that falls within ITS
purview and has not been delegated to the ageanksnstitutions via a global delegation
(See015-010 Procurement Limits Policies: State Agenad015-020 Procurement Limits
Policies: IHLsfor information on global delegations) ITS canesempt a procurement
from the competitive process required by state lawis section should be used to describe
the competitive instrument that will be used foe @cquisition (RFP, Request for Quotes,
Bid), including a high-level description of the peoand content of that document, and a
description of how the procurement will be handbgdthe requesting agency in accordance
with such statutory requirements as advertisenreatnewspaper with statewide circulation,
receipt of sealed proposals, and fair and equitdélermination of lowest and best response.
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Signature of agency head or IHL CIO- In addition toacknowledging procurement chargas
described in “REQUESTED INFORMATION - GENERAL”, thisignature, for an
exemption requests the requesting entity's certification of tieddwing:

* The agencyl/institution will follow all applicableaws for public purchasing in the
acquisition, including the following:

Developing open specifications

o Advertising according to public law
o Ensuring a thorough and equitable evaluation ofesponses
o Responding in a timely manner to alliblic recordsand post-procurement review

requests

* The agencylinstitution will negotiate any and afipkcable contracts and contract
amendments arising from the procurement, with gigeaauthority for the State
delegated by the ITS Executive Director to the aglnstitution

* Any protests resulting from the procurement willlesard by the ITS Executive Director
and/orITS Board in accordance with th@S Protest Procedure and Policy

(@)

The signature also acknowledges that the authofitlye ITS Executive Director to negotiate
limitation of liability cannot be delegated and dowt apply to an exemption.

ADDITIONAL INFORMATION: REVISION REQUESTS

See013-020 Procurement Types: Revisfonadditional information on revision requests.

Project History and Accounting:

CP-1 Number to be Revised +ull CP-1 number of current CP-1(s) (YYYYnnnn, where
YYYY=Fiscal Year issued; nnnn = sequence number)

Total Amount Authorized on CP-1 to be Revised Total dollar amount originally approved on
the current CP-1(s) (Dollar amount labelédécycle" on last page of CP-1)

Reason(s) Revision Required Check all that apply. ForOther" enter explanation as
described below.

Project Accounting - Summarize expenditures to date from the originatlCRo show the
remaining balance, if any, from the initial approvaNote: Provide invoice details for at
least the previous 12 months. Payments older 1Ramonths may be summarized by Fiscal
Year. This information is intended to help thetoaser and ITS reconcile the change request
with previous approvals and to ensure the new JP-ssued for the correct amount,
bringing forward any remaining dollars from the\poais CP-1 if appropriate. Include any
invoiced or encumbered amounts in the paymentryistod subtract the total amount spent
or encumbered from the original approval amounefwesent the current remaining balance
as accurately as possible.

Dollar Amount: Complete this section if the revision includesrarease in the dollar amount.

Original Amount Approved - Total dollar amount originally approved on the CP-1
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Current Balance - Amount remaining, per Project Accounting above.

Amount of Increase -Total dollar amount of requested increase in ptogest. Explain the
reason for the increased cost in the sectitmoject Scopg as described below.

New Balance Current Balance + Amount of Increase; New CP-1 bgllissued for this amount.

Expiration Date: Complete this section if the revision includes amemsion to the CP-1
expiration date.

Original - Provide the expiration date of the CP-1 thdidsg revised.

New -Provide the desired expiration date for the newlCPlow time to process final invoices
after project completion.

Vendor Information:

Vendor Name - Complete this section if the revision includes adeg name change If the
name change is due to an acquisition or assignnpeovjde all relevant information and
explanation.

Original - Vendor name as shown on current CP-1

New -Vendor name for new CP-1. If vendor is noGAAS vendor file under the new name, or
if the project has been assigned to a vendor ntitarSAAS vendor file, ITS will work with
you and the vendor to acquire M9 form and any other documentation needed.

Vendor Address - Complete this section if the revision includes allrass change for the
vendor. Note whether the change applies to “Notice”, “Reho”, and/or “Place Order To”
addresses. If the address change impacts the viled@cord in SAAS, ITS will work with
you and the vendor to acquire the needed docunn@m&atd submit the update to SAAS.

Original - Address as shown on current CP-1
New - Provide both physical and mailing addressedifférent.

Project Scope -Complete this section if the revision includes ahgnge in project scope from
the scope defined in the original CP-1 and suppgrtcontract documentsAll revision
requests that include an increase in dollar amasbould include an explanation of that
increase in this section. Scope changes with s ioopact or that reduce the total cost
should also be clearly documented in this secti@xamples of requested scope changes
include:

* More or fewer of specific items than originally pted

» Alternate products or services in lieu of thosgiodlly planned

» Additional consulting hours to provide additiona@ndces or services over a longer
period of time.

Provide quantitative information and unit costslsas
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* Number of additional hours and hourly rates

* Model of equipment

* Unit cost

* Quantity required

» Description of new deliverable(s) and deliverabdsts with vendor's methodology for
determining that cost

Other - Complete this section if the reason for revisiomluded "Other." Provide an
explanation of the change needed and the circuesahat led to the change request. This
section can also be used to provide additional auip details that would be required to
issue a revised CP-1.

ADDITIONAL INFORMATION: PLANNED PURCHASES

See013-080 Procurement Types: EPL Planned Purcfuasadditional information on planned
purchases.

Project Title - Planned Purchases for FY20 __: This standard projexis used for an agency's
planned purchases for a fiscal year.

ITS Project # (IT Plan) — From the Planning System

Vendors Contacted - Specific instructions are included on the forar Planned Purchases
regarding attaching written quotes from EPL venddxete: A minimum of two quotes are
required for total FY purchases up to $1,000,000aminimum of three quotes are required
above $1,000,000 total FY purchases.

Selection and Justification: -Indicate the selected vendor(s) from the quotatemeived. See
additional documentation on the Planned Purchases.f If the quotes requested were
brand-specific, the request should include docuat@m on how the manufacturer standard
was established in compliance with ITS policy. tHé quote selected is not low cost, the
requestor must supply substantial justificatiosupport the selection.

Name and official title of agency executive to whonlanned Procurement authorization
letter will be addressed -The authorization to exceed the EPL purchasingidimsing
the planned purchases procedure is issued in thedba letter from the ITS Executive
Director to the requesting agency's executive threor officer. Provide the full name
and title of the agency's executive. This letteyudd be maintained in the purchasing file
for audit purposes.

Source: 25-53-5; 31-7-7; 31-7-13; 25-53-25 (2)
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Part 2 Chapter 5: Procurement Process

Rule 205.3: 009-010 Procurement Process: Multi-Yed?repayment Approvals

In accordance with the authority granted under i8ect-7-27Mississippi CodeéAnnotated, the
Department of Finance and Administration (DFA),l&yer dated June 18, 20J8tached below
granted ITS the authorization to approve contré@tsmulti-year prepayment of information
technology services and software licensing for ElStomer agencies. You may download a
PDF version of this letter from the ITS website dligking the following link: Authorization
Letter From DFA

This authorization is specifically applicable taojects requiring ITS approval and does NOT
apply to projects made under ITS' purchasing dél@gsto agencies.

Prior to granting any approval for a multi-year gmgment, ITS must carefully review the
licensing or services to be provided to ensure gyeyent is both a standard business model for
the licenses or services being purchased and msnéalyeous to the State. If approved, ITS will
ensure that contracts for these purchases conppiro@riate protective language to reduce the
risk of prepayment.

Once the prepayment has been approved, ITS wilkissproject-specific approval letter to the
customer agency, in addition to the usG&-1 Acquisition Approval The approval letter will
cite the authorization granted to ITS by DFA.

Agencies must attach a copy of the ITS approvediéd the payment voucher (PV).

ITS Process for Approval of Prepayment for Technolgy Under a Blanket Waiver from
DFA

1. ITS receives a request from a customer for teclyyokervices or software licensing that
could potentially include a multi-year prepaymenfThe most common situations for
consideration of prepayment are warranty extensiprepaid hardware support or software
licensing, and prepaid hosting when the vendor madte a significant up-front investment
in infrastructure.

2. ITS includes language in the Request for Propo$#$), Letter of Configuration (LOC),
Request for Quotations (RFQ), or Invitation to BiiB) specifying that vendors must:

a) provide pricing for one year as well as multi-y@aepayment options that provide
significant savings for the State so that the riskd benefits of prepayment can be
evaluated; and/or

b) define and justify any prepayment requirementsendor’s business model for these
services or software

3. ITS evaluates proposals, including assessment pfsamificant cost benefits or vendor
requirements for prepayment. If prepayment isiregy ITS evaluates vendor’s justification
to ensure this is a standard business model sugapbyt the industry and by the vendor’s up-
front investments. If prepayment is an option, E&luates the cost savings to ensure the
benefit of prepayment outweighs the risks.
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ITS discusses the evaluation of prepayment optiatis the customer. If customer requests

acceptance of a prepayment proposal, customer dousrthat decision in writing to ITS.

If a prepayment proposal is accepted, ITS inclddeguage in the resulting project contract

concerning the state’s ability to terminate based nmn-appropriation of funds and a

requirement for a pro-rated refund of prepaymerthéostate upon any allowable termination

of the contract.

ITS issues and uploads to SAAELR-1 Acquisition Approvatiocument for the acquisition,

documenting the services or licenses, amount amefithme covered by the prepayment.

. ITS sends a letter to the customer documentingspgeeifics of the prepayment authority,
citing DFA’s authorization for ITS to approve sumbntracts.

ITS sends a copy of the executed contract to theomer for upload to the Merlin

Award/Contract Interface.

. Customer proceeds with the purchase, using thennation uploaded to SAAS by the ITS

CP-1 process to encumber funds and make paymeunsto@er will attach a copy of the

project-specific prepayment approval letter frons b the payment voucher.
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AUTHORIZATION LETTER FROM DFA: Waiver for ITS to gpove multiple payments

i

wits 19
goamet w
ool OF 110 STATE OF MISSISSIPPI
15 D HALEY BARBOUR, GOVERNOR

DEPARTMENT OF FINANCE AND ADMINISTRATION
KEVIN J. UPCHURCH
EXECUTIVE DIRECTOR

June 18,2010

Mr. David Litchliter, Executive Director

Mississippi Department of Information Technology Services
301 North Lamar Street, Suite 508

Jackson, MS 39201-1495

Dear Mr. Litchliter:

1 am writing you in response to your request for an exemption of the terms set forth in Section 7-7-27 Mississippi Code
Annotated (1972). In accordance with this section, I am granting your agency authorization to approve contracts for
multi-year prepayment of information technology services and software licensing for ITS customer agencies. This
authorization is specifically applicable to projects/contracts requiring ITS approval.

By law, ITS must approve all acquisitions of information technology products or services. ITS has delegated this
responsibility to agencies for certain types of purchases and lifecycle cost limits based on thresholds established by ITS.
This authorization is for projects/contracts where ITS has not delegated the responsibility to the agency.

We are of the understanding that prior to granting such approval ITS will carefully review the licensing or services to be
provided to ensure prepayment is both a standard business model for the licenses or services being purchased and is
advantageous to the State. If approved, ITS will ensure that contracts for these purchases contain appropriate protective
language to reduce the risk of prepayment. Additionally, ITS will require that the agencies ensure that the prepayment
conforms to the federal grant regulations and requirements.

Once the project/contract prepayment has been approved, ITS will issue a project specific approval letter to the customer
agency. The project specific approval letter will cite the authorization granted by DFA. Agencies will need to attach a
copy of the ITS approval letter to the payment voucher (PV).

If you have questions or need further assistance in regard to this waiver, please contact Donna McFarland at 601-359-

2923.

Sincerely,

Kevin J. Upchurch
KJU:LM:dm

cc: Flip Phillips, DFA/Deputy Executive Director

Leila Malatesta, DFAOFM

Loretta Sebren, DFA/BFC
G\OFM\OFMSHARE\Waivers\FY 2010MTS\ITS Waiver.doc

POST OFFICE BOX 1060 « JACKSON, MISSISSIPPI 39215-1060 « TEL: 601-359-3538 « FAX: 601-359-3896

Source: 7-7-27
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Part 2 Chapter 5: Procurement Process

Rule 205.4: 009-025 Procurement Process: CP-1 Appa Documents and SAAS
ITS CP-1 Acquisition Approval Form

The ITS CP-1 Acquisition Approval form is used wmtify agencies and institutions that ITS has
approved the agency or institution’s request fag #cquisition of information technology
equipment, software, or service or has approvedetteamption of a procurement from ITS.
Upon approval, ITS prepares the form and emailsa(dg, mails, or faxes the CP-1 to the
designated contact at the customer agency orutistit This form specifically identifies the
name of the vendor, a list of the products apprpaedociated costs, and any additional pertinent
information for acquisitions made through ITS, apecifies the nature of the purchase and the
maximum expenditure amount for exempted procuresnent

For acquisitions made through ITS, the form is digency/institution’s authorization to issue a

purchase order and/or to make ongoing paymentbeaspecified vendor for the products or

services identified on the form and at the pricesnized. The agency/institution should

promptly issue a purchase order upon receipt ofQRel as the CP-1 is based upon proposal
pricing the vendor is bound to honor for a speditiene period.

For acquisitions that involve recurring paymente CP-1 form specifies an effective date and
expiration date, authorizing payments throughoat thme period. The frequency of payment,
payment amount, and total number of payments todde are also indicated on the CP-1.

The CP-1 form should be kept with related financedords to provide an audit trail of ITS
approval. The CP-1 number must be referenced oh edated purchase order(s). If a CP-1
approves payment of recurring costs, the datesredvey the payment should be specified on
the purchase order.

CP-1 Form and SAAS

For state agencies, ITS loads the CP-1 approvaurdent into the Statewide Automated
Accounting System (SAAS). Related SAAS documeniistmeference this CP-1 for processing
of payments.

ITS uploads newly-approved CP-1s to SAAS nightly,om customer request in an urgent
situation. The CP-1 data creates a PASM tableyantiSAAS that pulls the CP-1 number
("Agreement Number"), a description of what is ® fiurchased, start and end dates, and the
authorized spending limit, from the CP-1.

The CP-1 number used in the ITS automated systaimpanted on the CP-1 has the format
YYYYNNNN, where YYYY is the 4-digit state fiscal y& in which the approval was issued and
NNNN is a sequential integer unique to each CPsaied in a fiscal year. The CP-1 number is
modified for entry into SAAS to have the followiigrmat: CAAA-YYNNNN, where AAA is
the SAAS agency code, YY is the 2-digit state fis&ar in which the approval was issued, and
NNNN is the sequential integer from the CP-1.
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Purchase orders for information technology equigmsosftware, or services for which ITS has
issued a CP-1 approval are initiated in SAAS vi@damputer Services ("CS") document. The
appropriate CP-1 number must be entered into tHeI'G" field on this screen in the format
described above.

CP-1 RevisiongReplacement CP-1s)

It is necessary to contact ITS for revised or edéehapproval if any of the following occur:
(1) Major changes to the configuration;

(2) The vendor or vendor name changes;

(3) The CP-1 has expired and payments still nedxt tmade;

(4) The cost exceeds th&cycle costauthorized on the CP-1.

ITS approves a revision or extension by issuingpacement CP-1. The replacement CP-1 has
a different CP-1 number than the original CP-1 aadis the CP-1 being replaced. Once you
have received a replacement CP-1, discontinue fuke €P-1 which was replaced.

It is not necessary to acquire revised ITS apprésaprice decreases or minor configuration
changes.

Lifecycle Cost Authorization on the CP-1

The CP-1 contains @tal lifecycle costand details to show how the lifecycle was derivadhe
agencyl/institution is authorized to make paymenthé vendor specified on the CP-1 up to this
amount.

CP-1 Lifecycle Limit:
(1) Base Price:

» For ongoing CP-1s authorizing monthly, quartedgmi-annual, or annual licensing,
hosting, maintenance, support, rental, or leasehaise payments, the base price is
calculated as follows:

base price = number of payments (determined by precded lifecycle) x
payment amount

« For purchase or one-time CP-1s, the base pricadslated as follows:

base price = the purchase or one-time price

« For not-to-exceed CP-1s (for instance, a CP-laaizing a maximum number of hours
for programming services charged by the hour, payab incurred in varying amounts
and/or at non-cyclic times) the base price isudated as follows:

base price = sum of all payments (if applicable, tzulated as hourly rate or
average hourly rate x the maximum number of hours bservice)

(2) Cost increases allowed per the RFP and/or the@ktract:
For CP-1s (typically only ongoing CP-1s) based uganrRFP and/or contract that allows a
periodic percentage increase in hourly rates, dnma@ntenance, or other ongoing cost,
this increase is included in the amount author@ethe CP-1.

Source: 25-53-5 (0)
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Part 2 Chapter 5: Procurement Process

Rule 205.5: 009-070 Procurement Process: Deadlines Submitting Requests

Each year, ITS sends a reminder to our customeap@mioximate turnaround times required to
conduct IT procurements, as well as the correspgndeadlines for submitting projects that
must be completed during the current state anddéélscal years. These timelines are intended
to help ensure procurement requests are submitddS in time for completion within the
customer's desired time frames and in time to vecepproval for any expenditure with a
funding deadline or other external time constraints

This handbook shows a range of elapsed time redjtoreprocessing each procurement type and
dollar amount (Procurement Limits Policies: Sectidrb-010and015-020. Unless you have
already had specific discussions with ITS procumenstaff regarding a project schedule, the
high end of each range should be used as a guwediiinvhen requests need to be submitted to
ITS to ensure the procurement is completed in tonmaeet your needs.

In addition, the associated deadlines$taite andFederal Fiscal Yearacquisitions are listed in
the attachedbble Note that requests for personnel services andtemance contracts under the
purview of ITS that are to be paid from either theé or new fiscal year funds and that begin on
or near the beginning of the state or federal figear should also be submitted by the fiscal year
deadline. (e.g. maintenance that should be renetfiective July 1)

Continually review your state and federal fundingd ayour information systems needs and

submit all procurement requests to ITS accordinth¢éodeadlines and timeframes shown. Some
complex requests, such as those requiring extersyiseems analysis or engineering surveys
prior to RFP development, take more time than egid on the schedules below. ITS will work

with you to develop a project plan and timetableatinress these types of requests. ITS will
work with you to have all other requests submitigdthe deadline dates completed within the
timeframes shown and by the June 30 and Septerfifending deadlines when applicable.

We believe the schedules shown below give you amdstaff sufficient time to ensure your
project receives adequate attention for the sicecamplexity of the acquisition. Each June and
September, procurement requests are at risk omeeting the funding deadlines because they
were not submitted in time to complete the purchaseompliance with state and federal laws.
When the procurement timeline is too compressedstaif cannot complete procurements that
(&) meet all legal requirements for competitive pmsals; (b) provide a thorough and legally
defensible evaluation of vendor proposals; andd@jelop project contracts that adequately
protect the customer’s interests. Also, we makestaffing plans based on the requests we have
received and may not have adequate staff resoara@able to process requests received after
these deadlines.

ITS understands that our customers sometimes dbatte information concerning the
availability of funds for technology acquisitionatil after these deadlines. ITS is committed to
assisting you at any time, in any way we are afilee options we are aware of for helping you
to complete your purchases with tighter timefrarmed/or those submitted after these deadlines
are: (1) you can use your own staff and/or contstatf for more of the up-front research and
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preparation of the request and to assist availdl8estaff throughout the procurement; or (2) you
may request aexemptionon aProcurement Request Foramd, with ITS’ approval, make the
purchase yourself, assuming the responsibilitydlowing all purchasing lawsITS assistance
for projects requiring a tighter timeframe or received after the deadlines may be charged
at a higher hourly rate to cover our additional exgnses.

If you are unable to have the formal request prepaed by the scheduled submission date
but are aware of upcoming purchases that have a faling deadline, call Lynn Ainsworth
at 601-432-8150 or Tina Wilkins at 601-432-8161 ar before these deadline dates. We will
work to help you meet your objectives in the requied time frame.

Thanks in advance for your help in making sure aeehadequate time and resources to process
your technology acquisitions to meet all your reguients and all statutory responsibilities. If
you have any questions or suggestions related ig ntemorandum, call Lynn Ainsworth,
Information Systems Services Director.

Time Required Submission Deadline| Submission
Category for Procurement | for June 30 Funds: | Deadline for
Process: September 30
Funds:

Requests requiring
Board approvaidnd an
RFP

Requests not requiring2 - 5 months February 1 May 1
Board approvabut
requiring an RFP

3 - 8 months January 1 April 1

Sole Sourcer
Exemptionrequests
requiringITS Board
approvaj

Requests for
competitive
procurements not
requiring Board
approval and using
existingprocurement
instruments

All other procurement
requests

1 - 3 months April 1 July 1

1 month +/- June 1 September 1
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Notes:

€)) Thelifecycle costincludes all costs associated with obtaining temibr service and with
maintaining and operating it for its projected dyele. Examples of costs in each category
include: (1) Initial and/or one-time costs: purahasice, freight, installation, and cost to exezcis
purchase option; (2) Ongoing costs: maintenan@selerental, associated personnel costs, and
telephone line charges. Lifecycle costs are coatpuiver a three to five year period, unless
factors relevant to a specific project dictateféedent time period.

(b) Contact ITS to see if there is an existmr@curement instrumerthat can be used for
your acquisition.

Source: 25-53-5 (0)
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Part 2 Chapter 5: Procurement Process

Rule 205.6: 009-080 Procurement Process: Public &#ds Requests
The attached pdf contains diagrams of the ITS Bukdicords Request Process.

Table of Contents:
Request for Standard Documents
Custom Request without 3rd party notification
Custom Request with 3rd party Notification

Public Records Process Flow:

You may download a PDF version of the ITS Procurg@nfrocess diagram from the ITS
website by clicking the following linkPublic Records Process.pdf
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Request for Standard Documents

Public Records Request (PRR): Standard Documents

PRR: Review by Public
Standard ——f Records Officer
Document (PRO)

within 7 Working

Yes— Days of Receipt of

Request or Receipt
of Payment

Requested
Process Request Information

Payment
Enclosed?

No Yes

l

Request Payment
within 10 workdays

Payment
Received by
deadline?

No—— 9 Close Request

Payment
Request

Requestor

Payment
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Custom Request without 3rd party notification

Public Records Request (PRR): Custom Request: Without 3¢ Party Notification

Develop Cost
Estimate and
Projected Schedule
Yes—p (7 Working Days
from Receipt of
Request or Receipt
of Initial Paymt

Initial
Payment
Enclosed?

PRR Review by Public
Requestor Custom" Records Officer

(PRO)

Cost Estimate;

| Request for Final Payment
f Within 10 Workdays
No

i Yes

Request Initial Payment
Payment (10 Received by
workdays) deadline?
Payment
Request Payment No
Requestor
Close Project
Requested
Information

Process Request
within 14 Working
Yes————p Days of Receipt of
Request or Receipt
of Initial Payment*

A Payment

Received by
deadline?

*Or within 7 workdays of receipt of Final
Payment, if outside the targeted 14
v workday window

Close Project
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Custom Request with 3rd Party Notification

Review by Public
Records Officer
(PRO)

PRR:
Custom ™|

Protective
Order Rec’'d?

Notify 3 Party: 10
Working days to
get court order

Y

Court Yes
Order

Notification

3" Party

Initial
Payment
Enclosed?,

No

v

Request Initial
Payment (10

Public Records Request (PRR): Custom Request: With 3™ Party Notification

Develop Cost
Estimate and
Projected Schedule
(7 Working Days
from Receipt of
Request or Receipt
of Initial Paymt

@
Cost Estimate; -

Yes

Initial
Payment

workdays)

[
Payment
Request

Requestor

Redacted

Payment

Documents

Requestor

) §

All requested Redact any
documents Noby protected
Protected? information

Yes
Notify Regs Close Project

Received by
eadling’

Close Project

Process Request
within 7 Working
Days of Receipt of
Final Payment or of
deadline for court
order

Request for Final Payment
Within 10 Workdays

Requested
Information

Source: 25-61-1, et seq
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Part 2 Chapter 5: Procurement Process

Rule 205.7: 009-090 Procurement Process: Vendordests

TheITS Protest Procedure and Polidgcument outlines the process by which any pahy is
aggrieved in a procurement process may file a fopraest. ITS makes every effort to conduct
fair and open procurements and to be proactivespanding to any vendor concerns throughout
the process. Vendors are urged to contact thegmigsid ITS project manager for the
procurement as soon as an issue or concern is.ndf&lwill make every effort to evaluate the
concern and to respond appropriately without reéggithe vendor to file a formal protest.

Before filing a protest, vendors are strongly emaged to meet with ITS staff to review ITS
process documentation for the relevant procurem®smt. the ITS Protest Procedure and Policy,
vendors are required to attendPast Procurement Revielefore filing a formal protest of any
contract award.

Refer to009-001 ITS Procurement Process Fldarsadditional information. The tenth diagram
is the specific flow for th@rotest Process

Source: 25-53-5 (n)
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Part 2 Chapter 5: Procurement Process

Rule 205.8: 009-100 Procurement Process: Disposals
Disposals of Information Technology Equipment

Agencies and institutions should dispose of compané telecommunications equipment in
accordance with guidelines published by the Statéitar's Office in theProperty Officers
Manual Procedures for the disposal of state propegyuather detailed in the Department of
Finance and Administration’s Office of Purchasiftgvel, and Fleet Managemédntocurement
Manual, Chapter 8.

The Department of Environmental Quality also pregi@omputer Recycling Guidelinem its
website, including information on environmentaliss related to the disposal of computer
equipment.

Agencies and institutions need to consider theovalhg when disposing of or canceling leases
for computer and telecommunications equipment:

(1) Cancellation of Insurance and/or Maintenance Ceerage

« If you dispose of or transfer equipment covered ibyurance, be sure to coordinate
cancellation/transfer of insurance as well so @t will not be liable to pay insurance
coverage on equipment that has been disposedtcfrsferred.

« If you dispose of or transfer equipment covereddrydor maintenance, be sure to cancel this
maintenance so that you will not be liable to pay fhaintenance on equipment you no
longer have.

(2) Disposal of Equipment with Accruals

If your agencyl/institution has been renting or legsequipment that is still of value and has
accruals that can be applied toward a purchaseslyould attempt to locate another state agency
or institution that would like to take advantagdlodse accruals.

(3) Disposal of Equipment With Value

If your agency/institution is disposing of equiprhémat is still working or that could be of some

value, you should attempt to locate another stgém@y or institution that would like to have the

equipment. The recipient should be aware, howedfeany costs associated with operating or
maintaining the equipment that might result in mesgense to the recipient than newer
technology. The recipient should also be aware tinese associated costs may require ITS
approval.
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(4) Disposal of Equipment as Salvage

Training centers such as those at state commualigges and high schools can often use broken
or old equipment for spare parts or to train stislen equipment assembly and repair.

Regardless of the disposal method used, each agerayinstitution must ensure that all
proprietary computer programs and all data have bea completely erased from storage
devices prior to disposal or transfer of the equiprant, using industry best practices to
ensure the information cannot be reconstructed.

Source: 25-53-5 (c)
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Part 2 Chapter 6: Procurement Instruments
Rule 206.1: 011-010 Procurement Instruments: Requissfor Proposals (RFPs)

ITS law requires that all acquisitions of computguipment and services involvingigecycle
costof more than $50,000.00 ($25,000.00 for projeatsdéd by theAmerican Recovery and
Reinvestment A¢tbe awarded based on competitive and open spaaiins. Statute also
requires that the procurement be advertised invespa@per having a general circulation in the
state (i.eThe Clarion Ledgegrat least fourteen calendar days prior to recgiviendor bids and
proposals.

ITS uses the Request for Proposals (RFP) as threimmsnt of choice for obtaining competitive
pricing and offerings in compliance with thitate statute The RFP outlines the functional
requirements for the equipment, software, and sesvineeded, and vendors respond by
proposing solutions and pricing that satisfy thesguirements. Proposals and vendors are
evaluated in terms of the ability of the solutiensiatisfy the stated requirements and best meet
the needs of the purchasing agency over the expdifteof the equipment or system. The
evaluation is based on predefined evaluation @iterwhich price is not the only factor. Some
of the criteria for assessing the proposals receiaee necessarily subjective. It is the
responsibility of ITS and the purchasing entity dosure the evaluation process is fair and
defensible.

Custom RFPs may be developed for the procurementigii-dollar, complex, unique
acquisitions by a single agency. The ITS staff Hredrequesting agency or institution develop
an RFP detailing the specific equipment, systertwsoe, and/or service requirementseneral
RFEPs Special RFPsand RFPs issued f@xpress Products Lists (EPLa)e prepared by ITS to
meet the needs of multiple customers. SeeMhéi-Use RFP Index (MURI) for a list of
current general, special, and EPL RFPs. While semaler project may require custom RFPs,
ITS makes every effort to use the instruments an MURI for purchases of products and
services within the scope of these instrumentgwer the procurement costs for both customer
and vendor.

Solicitations of proposals are publishedTihe Clarion Ledgeand on thedTS website Any
vendor may request a printed copy of the RFP (isualth an associated fee) or download the
contents from the Internet at no cost in either W8rd or Adobe format. The link IRFPs
Advertised (Note: This is also a Quick Link on the rightlaside of the homepage.)

Some RFPs include a mandatory or optional pre-mapeendor's conference. The date and
location of the conference will be published in tlewspaper and Internet ads and will also be
printed on the front page of the RFP. For mangatenferences, only companies who had
representatives sign in at the vendor's conferevittebe allowed to submit proposals as the
primary contractor.

Proposals are due at 3:00 p.m. on the specifieglalad are submitted to the ITS administrative
office at 3771 Eastwood Drive, Jackson, Mississ@f211, per instructions on the cover sheet
of the RFP. ITS opens, logs in, and performs &rpieary validation of proposals received. A
Register of Proposals is posted on the Intern&iviohg the proposal opening.
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ITS and the procuring agency jointly evaluate theppsals received, obtailS Board approval
if required, and negotiate a contract with the aledrvendor.

Although most RFPs developed for specific customgency projects are used for a single
purchase, the ITS RFP template contains langudgwiay the reuse of any award at the
discretion of the State and with the concurrencefvendor.

Refer to009-001 ITS Procurement Process Fldarsadditional information. The third diagram
is the specific flow foCompetitive Procurements: REPs

Source: 25-53-3 (g)
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Part 2 Chapter 6: Procurement Instruments

Rule 206.2: 011-030 Procurement Instruments: ExprasProducts Lists (EPLS)

Express Products Lists (EPLaye compilations of proposals competitively stdidi by ITS,
evaluated, and awarded, usually to multiple vendorsthe purchase of IT commodity products.
These lists, when used in accordance with ITSusstns, meet all requirements of Mississippi
law for legal competitive procurement of technolg@ygducts.

EPL categories are added, changed and dropped b@sedpurchasing demand. Agencies,
universities, community/junior colleges, K-12 sclsp@nd other governing authorities may, but
are not required to, use the lists to make infoionatechnology purchases in accordance with
ITS procedures and guidelines.

Note: When an ITS customer uses an EPL as tlmecupement authority, that customer is
accepting, by their use of the instrument, the irequents as described in the published EPL, the
underlying Request for Proposal, and, when appkcdbe EPL Purchase Agreement or contract
executed by the EPL vendor and ITS on the custanehalf.

EPL Distribution

ITS publishes selectdgixpress Products Lists thelTS website

ITS will distribute single copies of some EPLs upequest to the individual designated by the
agencyl/institution to receive EPLs (typically therghasing agent). Distribute additional copies
to interested persons in your agencyl/institution.

Procedures for Using Express Products Lists

Agencies may make purchases from an EPL up todHhardimit specified in that EPL without
advance approval from ITS. For further informatregarding dollar limits and use of EPLs, see
the following sections of this handbook:

(1) Procurement Limits Policies: State Agencigsction 015-010

(2) Procurement Request Types: Planned PurcBastipn 013-080

(3) ITS Telecommunications Contracts and ServiceState AgenciesSection 011-080.

Universities may make purchases from an EPL upealbllar limit specified in the EPL without
advance approval from ITS. For further informatsme the following sections of this handbook:
(1) Procurement Limits Policies: IHLSgction 015-020

(2) ITS Telecommunications Contracts and ServicetHLs, Section 011-085.

Governing authorities may make acquisitions fronE&i up to the dollar limit specified in the
EPL.

Purchase orders using an EPL must be coded witBRheNumber (RFP Number) and a copy of
the applicable EPL pages should be retained wighpilirchasing documentation to provide an
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audit trail. Each EPL has its own “Instructions fdse”. Within this document are sections
addressing “best practices” and “what goes in yauchase/audit file”.

Items included on ITS EPLs are based upon custbomgng demands. ITS does not necessarily
endorse or support products appearing on an EPL.

Responsible Use of EPLs

EPLs are excellent tools for making routine purelsasThey are, however, general purpose in
nature and must be used responsibly and in gotid fdihe larger the dollar amount purchased
from an EPL, the more evaluation and documentaisorecommended. The following are
guidelines for responsible use of an EPL.:

Always consider the alternative of bidding the pa®e, especially large purchases, if you
reasonably expect that you would get better pricingontractual terms and conditions that
obligate the vendor to meet your specific requinetsie Document for the purchasing file the
rationale for using the EPL versus bidding the pase.

ITS encourages purchasers to aggressively seeliegtepossible value from an EPL based
upon established EPL specifications and proposBlscing is one major factor in selecting

vendors for the EPL. However, because pricing ifdormation technology hardware

generally tends to decrease, ITS strongly encosragechasers to check with the vendor
before placing an order. Vendors are required hey terms of the EPL to pass price
decreases to the State. If purchasing multiplestérom the list, check with the vendor
about quantity pricing. Many vendors price theiogmsals based upon "quantity of one"
purchases and may be able to provide a better fgrased upon quantity purchases.
Purchasers should be aware that it is often aptepto negotiate with EPL vendors for
better pricing, especially when multiple units &eng acquired or the EPL is approaching
the end of its cycle.

EPL customers are encouraged to secure these pbesible value” scenarios in writing

from all EPL vendors meeting their specificationghvn a given class. Award the purchase
to the lowest and best bidder and maintain all demtation with the purchasing file as an
audit trail.

To maintain the integrity of the EPL process, ERktomers and vendors must adhere to all
requirements of the RFP and the Instructions far kdemo issued for each EPL. If you have
guestions, Contact the ITS Procurement Help DeSkh432-8166.

Tips for Making a Successful EPL Purchase

Compatibility can be a major issue in configuringprmation technology. ITS strongly advises
you to contact the vendor to make sure componeats purchase from any EPL will be
compatible with each other or with your existingigunent.
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Technical specifications may not all be represemtiedhe EPL printout. ITS strongly advises
that you contact the vendor to verify all criticgecifications about the product you intend to
purchase.

Vendors are required by the terms of their EPL psajs to provide timely delivery of items on
the list. There are occasionally circumstanceg fitavent a vendor from making timely
delivery. Report problems with timely delivery f6S. Vendors who have chronic difficulties
delivering will be excluded from future EPLs. Howee, to mitigate any delivery problem3S
strongly encourages you to check with the vendor b@e you place an order, especially
near the end of the fiscal year or when you have loér critical delivery requirements.

If there is a problem with item availability, thendor is expected, within reason, to offer you an
equivalent or better substitute at or below th@ioal price. It is your responsibility to make
sure that the substitution is equivalent to ordrdtian the original offering.

If you have difficulties using or suggestions retjag an EPL let ITS know. Our address is:

Information Technology Services

ATTN: EPL

3771 Eastwood Drive

Jackson, MS 39211

FAX: (601) 713-6380

You may also contact the ITS Procurement Help 2¢€01 432-8166 asshelp@its.ms.gov

Source: 25-53-5 (0)
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Part 2 Chapter 6: Procurement Instruments

Rule 206.3: 011-050 Procurement Instruments: Genekr&FPs and Letters of Configuration

ITS uses general RFPs for multiple routine acqoisit by agencies of such items as LAN/UNIX
hardware and software, cabling, telephone equipnmeainframe/midrange components, and IT
consulting services. To avoid the time and expemgelved in soliciting individual proposals
for each such acquisition, ITS advertises peridhjica receive proposals on these high-volume
categories of information technology.

Proposals received in response to a General RF&sarkfor a specified period of time, usually

one year, to establish a pool of vendors that cawnige a certain scope of product categories and
expertise. There is no sole winning vendor. Pcbdimd pricing are not included in a vendor’'s

response to a General RFP. Therefore, ITS vaBdtte proposal but does not perform an

evaluation or selection at the time proposals abenstted.

ITS uses General RFPs in conjunction with CompetifProcurement Requests received from
customer agencies and institutions. ITS works \lign customer to define the specifications.
Then an abbreviated solicitation, called a Lette€Configuration (LOC), is sent to the vendor
pool, and each vendor has the opportunity to subrpitoposal with pricing and other requested
information. Selection of the lowest and bestraliive submitted in response to the LOC is
based upon the requestor’s unique project requmesrgetailed in the LOC.

General RFPs are for use by the ITS staff on behatif the procuring agency or institution.
General RFPs are NOT for use by agencies, institutns, and governing authorities without
ITS involvement.

Refer to 009-001 ITS Procurement Process Flofes additional information. The fourth
diagram is the specific flow f@€ompetitive Procurements: LOCs

Source: 25-53-3 (9)
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Part 2 Chapter 6: Procurement Instruments

Rule 206.4: 011-060 Procurement Instruments: SpediRFPs

ITS issues RFPs on request of a customer or custdmestablish a multi-use award for a single
agency or group of agencies or institutions. Térens and intended users and uses of special
RFPs are spelled out in the specifications withenRFP. Special RFPs are administered by ITS
or by the requesting agency. A list of current GgleRFPs is contained in thulti-Use RFP
indexon thelTS website

Source: 25-5Rule206.5:3 (9)
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Part 2 Chapter 6: Procurement Instruments

Rule 205.6: 011-070 Procurement Instruments: Co@pative Purchasing Agreements

ITS statuterequires that acquisitions of technology hardwaodtware, and services involving
the expenditure of funds in excess of $50,0f@ycle cost($25,000 for projects funded by the
American Recovery and Reinvestment Ao¢ based upon competitive and open specifications
This statute further requires that contracts fagséh acquisitions be entered into only after
advertisements of proposal solicitations are phblisin one or mordaily newspapers having

a general circulation in the Statenot less than fourteen days prior to receivingppsals. This
section of theMississippi Codewith its requirement for advertisement in a localspaper, has
limited the ability of Mississippi agencies to usgoperative purchasing agreements established
by other local, state, and federal entities fohtexdogy purchases.

In recent years, changes to Mississippi public lpasocg code and subsequent interpretation of

new and existing statute by the Mississippi Attgr@eneral have provided two avenues for the

utilization of cooperative purchasing agreementstiie acquisition of information technology

products and services:

(1) Certified Purchasing Offices:
Senate Bill 2344, 2003 Regular Legislative Sessaolded Section 31-7-13 (m) (xxix) to
Mississippi Code exempting from bid requirements purchases madecdnyified
purchasing offices of state agencies pursuant to qualifying coopezapurchasing
agreements. Attorney General Opinion No. 2004-0afftmed that ITS has the
authority to establish rules and procedures forutfilezation of cooperative purchasing
agreements by certified purchasing offices for rimfation technology purchases. See
Certified Purchasing Office Guidelinem the DFA website for the requirements for
certification and for a list of certified purchagioffices in the state.

(2) Cooperative Purchasing Agreements approved lyy Department of Finance and

Administration:
Mississippi Code Section 31-7-7 (b), charges the Department of ri€iea and
Administration (DFA) with arranging purchasing agmeents for the acquisition of
commodities by Mississippi public entities. Ondeede agreements are established,
purchases may be made through the provisioMisdissippi CodeSection 31-7-13 (m)
(), which provides an exemption from bid requirensefor acquisitions made from such
agreements. Attorney General Opinion No. 2006-0t&€es that DFA may adopt as its
own approved purchase agreements the cooperatigeragnts that have been developed
by other states and local governments. AttorneyeGd Opinion No. 2006-0457
provides that ITS has the authority to adopt praces for submitting purchasing
agreements to DFA for approval to be utilized bysI6n behalf of agencies and
institutions of the state.

To initiate a technology purchase from any coopezgturchasing agreement utilizing either of
the two approaches outlined above, submit a procemé request to ITS.

Procedure for making technology acquisitions fraopgerative purchasing agreements:
« Submit aCompetitive Procurement Request forincluding the Cooperative Purchasing
Agreement Supplemetd the request form.
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Indicate whether your agency or institution €extified Purchasing Office

ITS will evaluate the request, including the agémngystification that use of the cooperative
agreement is "in the best interest of the govertnemtity” (a statutory requirement in
Mississippi CodeSection 31-7-13 (m) (xxix)). Considerations viitlude an evaluation of
comparable market pricing; comparisons with anystaxy ITS purchase instruments that
cover the same products; the uniqueness of theuproor service in the marketplace;
contract terms and conditions; and cost and timeirements for acquiring the product or
services in another manner.

If the requesting agency or institution is notCertified Purchasing Officeand the
cooperative agreement has not been previously apgrooy DFA, ITS will submit the
cooperative purchasing agreement to DFA for apprava DFA purchase agreement.

If this is the first time this cooperative agreemndras been used for a technology
procurement through ITS, ITS will research the meuents for use, including any
necessary organizational memberships or other quisiges. The requestor should provide
any known information concerning these requirements the Cooperative Purchasing
Agreement Supplement forsubmitted to ITS.

ITS will issue aCP-1with special "cooperative purchasing” languagéuised. (NOTE: ITS
approvals for using a cooperative purchasing ageeémre project-specific and on a project-
by-project basis.)

ITS will work with the customer on any contract plgment required.

ITS will work with the customer to obtain a compel@étV-9 form, if the vendor is not in
SAAS, and to provide the vendor with information on Siate's requirement for receiving
payment througfPayMode

Source: 31-7-13 (m); 31-7-7 (b)
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Part 2 Chapter 6: Procurement Instruments

Rule 206.6: 011-080 ITS Telecommunications Contrastand Services for State Agencies

Per state statuteall telecommunications systems and services tiftgche management and
operations of the state must be acquired through IThefollowing tablelists the major voice
and data telecommunications services providedate stgencies through ITS and/or through ITS
contracts.

Note that the standard procurement delegationsotlapply to telecommunications services and
systems. SeAcquisition of Telecommunications Services by Stagenciesfor details.

Senate Bill 2514, 2005 Regular Session [codifieMasissippi Codes 25-53-171], established
the Mississippi Wireless Communication Commissi@amd tasked the Commission with the
responsibility for approving all wireless commurtioa purchases within the state and for setting
forth rules and regulations governing these purehasSedPurchasing Rules, Guidelines, and
Procedureon the WCC website for additional information retjag wireless communication
purchases.

For price or other information for Service Area$ by 7, contacl elecomRequest@its.ms.gov
SeelTS EPLsfor products and pricing in Service Area 6. Foy &elecommunications services
or systems not listed, contaliélecomRequest@its.ms.gov.

93



Product/Service
Area:

Includes:

ITS Approval Process:

(1) Local Area
Access: Line charge
for traditional voice
communication
services (any voice
communication line
other than radio
circuits)

Business Lines ("dial tone")
Frunking (DID, ISDN-PRI,
OGO, or any combination)
Centrex Lines

Basic telephone installation:
Greater Jackson Area only
Basic data cable Installation:
Greater Jackson Area only
Voice Mail services

No delegation. ITS has conducte

State and has contracts in place f
these services.

Contact ITS directly as outlined
above for additional details and tq
arrange for these services.

d

these procurements on behalf of the

Dr

(2) Long Distance
Toll Services

Intra-LATA calls

Inter-LATA calls

Interstate calls

International calls

Toll-free service (i.e. "800" typ
service)

Calling cards

No delegation. ITS has conducte

State and has contracts in place f
these services.

gContact ITS directly as outlined
above for additional details and tq
arrange for these services.

d

these procurements on behalf of the

Dr

(3) Audio and Web
Conferencing

Operator Assisted
Reservationless
Document Sharing
Streaming video

No delegation. ITS has conducte

State and has contracts in place f
these services.

Contact ITS directly as outlined
above for additional details and tq
arrange for these services.

d

these procurements on behalf of the

Dr

d

Dr

(4) Data Inter-LATA circuits No delegation. ITS has conducte
Communication Intra-LATA circuits these procurements on behalf of the
Services MPLS circuits State and has contracts in place f
State backbone these services.
Internet access Contact ITS directly as outlined
DSL above for additional details and tq
arrange for these services.
(5) Data Routers providing connection tL(S';)ubmit Procurement Request to |
Communication the statewide backbone netwoytor any router that is a direct
Equipment connection to the statewide

backbone.
NOTE: If not a state backbone
network border device, purchase

procurement procedures.

using standard delegation limits and

(6)
Telecommunication
Express Products
Lists

Two-way radios

Delegation to purchase outside H
up to $50,000 (up to $25,000 for
projects funded by th&merican
Recovery and Reinvestment Act
[ARRA]). You must select the
lowest quotation.

FPL
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Submit standard procurement
request or use EPL above $50,00
(above $25,000 for projects fundg
by ARRA);

Requires WCC approval above
$100,000 per project or per fiscal
year,

May useMSWIN Contractas EPL
for equipment on Mobile, Portable
and Dispatch Console Equipment|
List;

Submit standard procurement
request above EPL fiscal year
spending limit ($200,000).

Cellular and other wireless
devices and services

Agencies and IHLs must purchast
cellular devices and services from
theMaster Cellular Agreement
No dollar limit to purchases from
Master Cellular Agreement by any
government entity;

All exceptions to Master Cellular
Agreement by agencies and IHLs
require ITS approval;
Competitive procurement requireq
for any exception with a cost >
$50,000 per fiscal year (> $25,00(
for projects funded by ARRA)

A\1”4

Pager equipment and services

Delegation to puraiase
$50,000 (up to $25,000 for projec
funded by ARRA).without ITS
involvement if obtaining 2 written
quotations; You must select the
lowest quotation.

Submit standard procurement
request above $50,000 (above
$25,000 for projects funded by
ARRA), or for sole-source
acquisitions above $5,000.

[S

E-911equipment and services

Delegation to purchatsde EPL
up to $50,000 (up to $25,000 for
projects funded by ARRA).
Submit standard procurement
request or use EPL above $50,00
(above $25,000 for projects fundg
by ARRA); You must select the

lowest quotation.
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Submit standard procurement

Wireless communication purchasg
from E-911 EPL require WCC
approval above $100,000.

request above EPL spending limit.

(7) Telephone
Equipment, System
and Maintenance

Telephone sets (single and
snulti-line)

Delegation to purchase using
standard delegation limits and
procurement procedures.

Key Systems Delegation to purchase using
standard delegation limits and
procurement procedures.

PBXs Delegation to purchase using

standard delegation limits and
procurement procedures.

Hybrid Systems

Delegation to purchase using
standard delegation limits and
procurement procedures.

Phone system maintenance

Delegation to purchasg usi
standard delegation limits and
procurement procedures.

Pay Phones

Delegation to purchase using
standard delegation limits and

procurement procedures.

Source: 25-53-101 through 125; 25-53-171

96



Part 2 Chapter 6: Procurement Instruments

Rule 206.7: 011-085 ITS Telecommunications Contrastand Services for Institutions of
Higher Learning (IHLS)

Per state statuteall telecommunications systems and services taftpche management and
operations of the state must be acquired through IThefollowing tablelists the major voice
and data telecommunications services that candadad to state institutions of higher learning
through ITS and/or through ITS contracts.

Note that, for the acquisition of telecommunicatios services and systems, the normal
delegation of procurement authority by ITS to the nstitution of higher learning does not
apply. SeeAcquisition of telecommunications Services by IHbs details.

For certain telecommunication products and seryilE&S has compiled and publish&xpress
Products Lists (EPLgjat can be used by IHLs in these acquisitions.

Senate Bill 2514, 2005 Regular Session [codifieMasissippi Codes 25-53-171], established
the Mississippi Wireless Communication Commissi@amd tasked the Commission with the
responsibility for approving all wireless commurtioa purchases within the state and for setting
forth rules and regulations governing these purehasSedPurchasing Rules, Guidelines, and
Procedure®n the WCC website for additional information retjag wireless communication
purchases.

For price or other information for Service Area$ by 7, contac elecomRequest@its.ms.gov
SeelTS EPLsfor products and pricing in Service Area 6. Foy &elecommunications services
or systems not listed, contaliélecomRequest@its.ms.gov.
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Service Area:

Includes:

ITS Approval Process:

(1) Local Area Access: Line
charges for traditional voice
communication services (any
voice communication line
other than radio circuits)

Business Lines ("dial tone™)
Trunking (DID, ISDN-PRI,
OGO, or any combination)
Centrex Lines

No delegation. ITS has
conducted these procurementg
behalf of the State and has
contracts in place for these
services.

Contact ITS directly as outlineg
above for additional details ang
to arrange for these services.

(2) Long Distance Toll Servic

datra-LATA calls
Inter-LATA calls

Interstate calls
International calls
Toll-free service (i.e. "800"
type service)

Calling cards

No delegation. ITS has
conducted these procurements
on behalf of the State and has
contracts in place for these
services.

Contact ITS directly as
outlined above for additional

details and to arrange for these

services.

)

(3) Audio and Web
Conferencing

Operator Assisted
Reservationless
Document Sharing
Streaming video

No delegation. ITS has
conducted these procurementg
on behalf of the State and has
contracts in place for these
services.

Contact ITS directly as
outlined above for additional
details and to arrange for thesq
services.

(4) Data Communication
Services

Inter-LATA circuits
Intra-LATA circuits
MPLS Circuits
State backbone
Internet access
DSL

No delegation. ITS has
conducted these procurements
on behalf of the State and has
contracts in place for these
services.

Contact ITS directly as
outlined above for additional

details and to arrange for these

services.

)

(5) Data Communication
Equipment

Routers providing connection
to the statewide backbone
network

For any router that is a direct

connection to the statewide

backbone:
(a) Delegation to purchase,
following applicable
procurement laws, up to
$250,000 without ITS
involvement. MUST name
Cisco as manufacturer. OR
(b) Submit procurement
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request to ITS.
NOTE: If not a border device,
purchase using standard
delegation limits and
procurement procedures.

(6) Telecommunications
Express Products Lists

Two-way radios

Delegation to purchase outside
EPL following applicable
procurement laws up to
$250,000 without ITS
involvement.

Submit standard procurement
request above $250,000;
Requires WCC approval above
$100,000 per project or per fis(
year;

May useMSWIN Contractas
EPL for equipment on Mobile,
Portable, and Dispatch Consol
Equipment List;

Submit procurement request tg
buy from EPL above EPL
spending limit ($200,000).

D

Cellular equipment and
services

Agencies and IHLs must
purchase cellular devices and
services from thélaster Cellula
Agreemernt

No dollar limit to purchases fro
Master Cellular Agreement by
any government entity;

All exceptions to Master Cellul;
Agreement by agencies and IH
require ITS approval;
Competitive procurement
required for any exception withj a
cost > $50,000 per fiscal year
($25,000 for projects funded by
the American Recovery and
Reinvestment Act [ARRA}

Pager equipment and service

Belegation to purchase
following applicable
procurement laws, up to
$250,000 without ITS
involvement

E-911

Delegation to purchase outside
EPL, following applicable
procurement laws, up to
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$250,000 without ITS
involvement

(7) Telephone Equipment ang
Systems

iTelephone sets (single and
multi-line)

Delegation to purchase using
standard delegation limits and
procurement procedures

Key Systems Delegation to purchase using
standard delegation limits and
procurement procedures

PBXs Delegation to purchase using

standard delegation limits and
procurement procedures

Hybrid Systems

Delegation to purchase using
standard delegation limits and
procurement procedures

Phone system maintenance

Delegation to purchaseg usi
standard delegation limits and
procurement procedures

Pay Phones

Delegation to purchase using
standard delegation limits and
procurement procedures

Voice Mail services

Delegation to purchase using
standard delegation limits and

procurement procedures

Source: 25-53-101 through 1

25; 25-53-171
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Part 2 Chapter 7: Procurement Types
Rule 207.1: 013-020 Procurement Types: Revision
Request for Revised or Extended Approval

Agencies and institutions should complete and sandompleted Request for Revision to
Previous Approval and appropriate attachmentsséedlion the form to ITS to request changes to
a previously issue€P-1 A copy of therevision request fornis available in PDF and Word
formats on thelTS website Customers may also submit revision requestsiV& online
procurement request system

ITS approves a revision or extension by issuingwa €P-1. The new CP-1 will have the same
Contract Number as the original CP-1 and any otbeision CP-1s previously issued for the
same project. For state agencies, the new CP-atepdhe information iBAAS for that
contract record. Customers should continue taeafie the same contract number when making
payments related to the project.

When to Request Revised ITS Approval

It is necessary to request revised ITS approvalabtdin a replacement CP-1 in the following
instances:

« Expired Purchase CP-1that you still need to use. Attach a letter frima vendor stating
that equipment can still be delivered at (or beldlg pricing on the CP-1. Try to issue
purchase orders promptly upon receipt of a CP-avimid the problem of expired CP-1s.
Vendors submit pricing that they will honor for gnh limited amount of time. Also,
equipment may not be available after long periofisime. If the vendor can no longer
deliver the equipment at or below the price appdoea the original CP-1, it may be
appropriate to handle your revision request asmaprecurement.

« Expired Ongoing CP-1for hardware or software maintenance, softwarenfiocey fees, etc.
The CP-1 from which you make ongoing payments hgsred but you still need the
coverage. In this instance, ITS will confer wittetagency or institution and reference the
terms of the original proposal solicitation and ttaat to assess whether it is appropriate to
extend the current contract with the existing veratdo initiate a new procurement.

« Vendor Change. Whether for a purchase CP-1 or for an ongoing C{,need to acquire
revised ITS approval to change vendors. A charigemdors will typically require that ITS
handle the request as a new procurement unlesa hame or address change only.

« Price Increase. It is necessary to seek revised ITS approvalpface increases over the
lifecycle amount authorized on the CP-1. Semms: Lifecycle Costand Procurement
Process: CP-1 Approval Documents and SA8San explanation of the lifecycle amount
authorized on the CP-1.

« Major Configuration Change. It is necessary to acquire revised ITS apprdoalmajor
configuration changes.
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It is not necessary to acquire revised ITS apprémabprice decreases or minor configuration
changes.

Minor Configuration Changes

On Purchase CP-1s and CP-1s for a maximum amausitifémizes the configuration, typically
submitted in a proposal by the vendor and requelstethe agency or institution. It is not
necessary to request that ITS issue a replacemt © reflect minor changes made to the
configuration. Minor configuration changes mustgmlly meet the following criteria:

« Does not exceed the totdecycle costspecified on the CP-1,

« Inline with the proposal solicitation, the vendoproposal and the resulting contract,
« More or better capability at or below the origipaice,

« Inthe best interest of the state, and

« Acceptable to the agency.

An example of such a minor configuration change lkdoe an offer by a vendor to substitute
newly available microcomputers of the same brartti wifaster processing speed and/or with a
larger hard drive than those proposed within tfeeicle cost authorized by the CP-1.

On CP-1s of an ongoing nature, typically thosen@intenance, it is not necessary to request a
replacement CP-1 to reflect minor additions/deletiavithin the lifecycle amount authorized by
the CP-1.

An example of such a minor configuration change ldidae¢ an agency’s addition of several new
PCs which have recently rolled off of warranty gonith the deletion of several old printers

which have been disposed of by the agency.

The agency should document and keep in its fileatatit trail purposes the reason for all such
minor configuration changes and document that tm@nges are in line and are in the best
interest of the state. The agency will need taiilr this documentation to ITS if a replacement
CP-1 should later become necessary.

Major Configuration Changes

Major configuration changes do require ITS approval

An example of a major configuration change on alpase would be one where the agency has
decided to considerably change workstation andes@onfigurations.

An example of a major configuration change on antemiance CP-1 would be the need to add
25 microcomputers that have recently rolled off naty to an existing contract with a
maintenance vendor.

A New Procurement is Required
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It is appropriate for ITS to revise or extend aptand to issue a replacement CP-1 only where
the revision or extension is within the scope o triginal procurement. There may be
situations where you request a replacement CP-IHeusituation merits a new procurement.
ITS will work with you to solicit the additional farmation needed if we determine that your
request should be processed as a competitive enoeunt.

Refer t0009-001 ITS Procurement Process Fldarsadditional information. The fifth diagram
is the specific flow foRevisions to Previous Approvals

Source: 25-53-5 (0)
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Part 2 Chapter 7: Procurement Types

Rule 207.2: 013-030 Procurement Types: Sole Source

ITS enabling legislation requires that informatitechnology equipment and services be
acquired in a manner that insures the maximum aipatition among all manufacturers and

suppliers of such equipment and services. AccghdinTS promotes full and open competition

through the issuance of open specifications andtpective evaluation of vendor proposals to
determine the lowest and best offering to meetgamey's or institution's business requirements.
True competition protects the integrity and crddipiof purchasing in the public sector and is

essential in providing best value and adequateactoial protection for the purchasing entity.

Mississippi Public Purchasing Law (Section 31-7-Kpecifies that noncompetitive items
available only from one source may be exempted fbodnrequirements (sole-sourced). ITS
statute in Section 25-53-5 (p), permits ITS to utilizeopisions in Public Purchasing law or
regulations, when applicable. In certain limiteduations, with appropriate written
documentation and proper approval, information netbgy acquisitions may be sole-sourced.

A Sole Source Certification Request is an ageraryisstitution’s statement, with accompanying
documentation, that there is no competition in tharketplace for the requested product or
service. Single source acquisitions awarded witltcompetition are exceptions that can only be
certified after thorough marketplace research. &pplies a strict interpretation of the single
source definition and is a strong advocate for ocetidg a competitive process unless the
reasons for not competing areerwhelming and incontrovertible.

ITS Sole Source Procedure

The ITS Sole Source procedure is designed to algencies and universities to submit requests
to ITS instead of to DFA when state-level sign off sole source information technology
acquisitions is required per Section 31-7-13 of khssissippi Code The ITS Sole Source
Procurement Request Form, in conjunction with tloée SSource Certification signed by the
agency or institution executive, has been desigoedollect the necessary justification and
certification for an information technology soleusce acquisition. A Sole Source Procurement
Request Form should be completed for all inforrmattechnology sole source acquisition
requests other than those delegated to the agenoystdution (SeeSection 015-010: State
AgenciesandSection 015-020: IHL$or specific dollar limits for the delegation 0bl® Source
approval to Agencies and Institutions of Higher inéiag, as applicable).

Submit the Sole Source Procurement Request to differ than to DFA. It is not necessary to
submit duplicate paperwork to the DFA Office of €hasing, Travel, and Fleet Management for
approval of sole source acquisitions. A copy & 3ole Source Request Forigiavailable in
PDF or Word format on thE'S website Customers may also submit sole source requésts v
ITS' online procurement request systerAll sole source certifications must be signedthy
Executive Director of the agency or the CIO of ith&itution of higher learning, or that person’s
designee.

The Sole Source Request form asks for documentatmoany market research performed to
determine if alternative sources are availableS iifay perform additional research based on the
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tools and information available through nationabasnizations and subscription research
services. If other sources exist, there must Inepatling documentation as to why these sources
are not acceptable.

ITS charges a fixed rate of $125 to process a solece certification if all justification and
required documentation are included with the refjaesl if the request does not have to be
approved by the ITS Board. All sole source actjoiss above the Director Approval thresholds
defined inSection 018-03@equire approval from thg'S Board

A CP-1 Acquisition Approvalform is issued by ITS for the amount of the sotarse
acquisition. Agencies that issue purchase ordaaugh DFA should note that this CP-1 is
uploaded by ITS into the DFBAAS system to authorize payment of the sole sourcehaise.

Sole Source Criteria and Required Documentation
Sole source acquisitions must meet certain criteR&r public purchasing law, the following
criteria must be met for a procurement to be aigbdras sole source:

1. The product or services being purchased must perérfunction for which no other
product or source of services exists,

2. The purchaser must be able to show specific businbgectives that can be met only
through the unique product or services, AND

3. The product or services must be available only ftbemmanufacturer and NOT through

resellers who could submit competitive pricing tloe product or services.

The purchasing agency or institution is respondim@ocumenting its business needs in the sole
source request, as well as the ways in which theasted product or services meets those needs.
In addition, the purchaser should document why rotiheducts or services cannot substantially
meet the documented needs. If similar producteorices exist in the marketplace, the business
case for the unique functionality or characterssti¢ the sole-sourced item must be compelling
for the procurement to be sole-sourced urstigie statute

The purchasing agency/institution should obtain smomit to ITS a written proposal from the
sole source provider. This proposal should clednlgument the exact product and services to be
provided, timeframes for delivery or service proms and all associated pricing information,
including retail price, discount structure, volumedated tiered pricing structures, ongoing
support costs, and price escalation caps. If tirehasing agency/institution prefers, the ITS
staff assigned to the sole source request can witinkihe vendor to obtain this information.

In addition to the above documentation from thecpaser, certification from the manufacturer

should accompany the Sole Source Procurement Reqlibgs documentation supplements the

sole source justification but does not replaceghehaser's documentation of business need.
The manufacturer must certify, on company lettedhehe unique features of the product or

service within the marketplace and must also gettiait the product or service is available only

through the manufacturer or from a single specifiestkibutor or reseller.
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The following factors dONOT constitute valid criteria for sole source desigre:

« Quality of the product or services: The competifivecess has been established to determine
the lowest and best offering.

« Price of the product or services: The competitivecpss has been established to determine
the lowest and best offering.

« Product that performs in a unigue way but doespnaw¥ide unique functionality: A unique
algorithm or patented search process is not a solegce unless there is significant
functionality that is only available through the requested pcadu

e Project timetable or other scheduling constraifise emergency purchasgatute was
established for situations meeting the statutofinden of "emergency," in which the delay
incident to following a competitive process woulel deetrimental to the interests of the state.
See013-060 Emergency Purchaselk some situations in which the need is immedmate
an emergency purchase cannot be justified, ITSasaist the purchasing entity in acquiring a
temporary or interim solution until a competiticemcbe conducted.

e Incumbent products or service providers: An awaamf a competitive process for the
acquisition of products or services does not ctaristia permanent purchasing mechanism.
All products and services are re-evaluated frometita time to determine when a full
competition and potential replacement are warrantaat service providers, this competition
may include a reasonable learning curve for tinguired by non-incumbents to become
acclimated to the particular customer, product/@nenvironment.

e Sole source designation by other states: Misgigsigole source requirements are more
stringent than those in many other states.

Remember: the law says single source,_not bestsouCompetition is used to determine best
source.

Benefits of Soliciting Proposals

It is always acceptable, and usually preferablsolit bids or proposals for an acquisition even

if the product or services requested are beliewdzktunique in the marketplace. The benefits of

soliciting proposals for a sole source item inctude

« The purchaser develops a written statement of reopents against which to evaluate the
sole source offering

« The vendor submits a written statement of commitie@md pricing for both initial and
ongoing costs, against which the purchaser camuatealrendor and product performance and
which can be incorporated into a negotiated cohtrac

« The solicitation of written proposals increasespbeential of reduced price offerings and/or
written guarantees against excessive price esgalfdr a set contract period

Agency/Institution Responsibility

The purchasing agency/institution is responsibtepfoviding all necessary documentation and
justification required to support a sole sourceugition, as described above. If adequate
documentation is not provided with the request, $t&f will work with the requestor’s staff to
obtain sufficient information to certify the soleusce. Note that ITS must charge an hourly rate
for the time required to obtain this additional doentation.
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The purchasing agencyl/institution is responsibtenfaking the sole source procurement within
the amount and from the vendor specified onGRel Acquisition Approvalorm.

Delegation of Sole Source Certification

State Agencies: For state agencies, approval ¢é@inology purchases withliiecycle costof
$5,000 or less, including sole source purchases,bean delegated to the agency. The ITS
Procurement Limits Policies for Agencie=quire a minimum of twgompetitive written bider
proposals for technology purchases with a lifecyst over $5,000 but not over $50,000 (not
over $25,000 for projects funded by thenerican Recovery and Reinvestment)AcSince, for
single source items, the procuring agency will bahle to obtain two written bids, ITS must
sign off on all sole source acquisitions of infotima technology with a lifecycle cost greater
than $5,000.

IHLs: Institutions of Higher Learning (IHLs) hayeeen delegated the authority to certify sole
source procurements up to $250,000 lifecycle codeuthe ITSrocurement Limits Policies for
IHLs. Institutions certifying a sole source purchasgstrensure théhree criteria listed above
are met and documented in writing by the institut@md the vendor prior to certifying a product
or service as sole source. Sole source documemtatust be reviewed and approved by the
IHL's CIO for any sole-source certification aboe®O0. All sole source documentation should
be retained in the institution’s procurement fil8ole source requests above $250,000 lifecycle

cost require ITS approval.

Other than the delegations outlined above, all solerce technology procurements must be
certified by ITS. ITS cannot exempt a sole sousrpiest--thdTS Exemption Requestind ITS
Sole Source Request are mutually exclusive.

Refer to009-001 ITS Procurement Process Fldarsadditional information. The sixth diagram
is the specific flow foSole Source Certifications

Source: 25-53-5 (p); 31-7-13
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Part 2 Chapter 7: Procurement Types

Rule 207.3: 013-040 Procurement Types: Exemption

The Exemption procedure allows agencies and inistitsl to request exemption from ITS to
handle specific information technology procurememjects that, by law, require solicitation of
bids or proposals, without the involvement of IT$he exemption procedure is designed for
projects involving traditional information technglpequipment, software, or services which the
agencyl/institution has the in-house resources apdrgse to procure without ITS involvement.
The exemption should be approved by ITS before andaertisement is issued for the
procurement. A request for exemption should be submitted on entption Request form. A
copy of theexemption request forns available in PDF and Word formats on th& website
Customers may also submit exemption requests Baoliline procurement request system

All exemption requests must be signed by the Exeelirector of the agency or the CIO of the
institution of higher learning, or that person’sidmee. The name and title of the agency head,
institution CIO, or designee should be enteredhanline to the bottom left of the request form
and the form should be signed and dated on theraight.

ITS charges a fixed rate of $125 to process an pkiemrequest that contains the appropriate
documentation and that does not have to be appioyéide ITS Board. All exemption requests
for projects whose total costs are greater thanDhector Approval thresholds defined in
Section 018-03@equire approval from thd'S Board

ITS staff reviews the information submitted on tleemption request fornconcerning the
acquisition, including the procurement approacht thdl be used and the estimated total
lifecycle cost The exemption request will be approved by the Executive Director, or will be
presented to the ITS Board for approval if theltbtacycle costexceeds the Director Approval
threshold.

A CP-1 Acquisition Approvaform is issued for the amount of the exemptiorseldaon the
agency's estimate of the total lifecycle cost. raes that issue purchase orders through DFA
should be aware that this CP-1 is uploaded by it the DFA/MMRSSAAS system to
authorize processing payment for an exempted peoceint. This approval is not vendor
specific, as it is issued prior to the procuremaaicess. When exempting a procurement, ITS
will specify the maximum amount exempted on the ICRequisition Approval form. The
agencyl/institution must submit a request for approwl of the additional dollar amount if the
procurement results in a cost greater than the estated total used in the original
exemption.

When approval is received, the agency/instituticsy rproceed with the procurement without
further involvement from ITS, as outlined under ‘&kgy/Institution Responsibilities” below.

An exemption cannot be used in conjunction withote ssource acquisition. Sole source
acquisitions should be submitted to ITS oBake Source Request form
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The requirement of soliciting bids or proposalsdervices that can be competitively provided is
NOT waived by an ITS exemption. All applicald&atutesfor competitive procurements must
still be followed by the purchasing entity.

Agency/Institution Responsibilities

For exempted acquisitions, the purchasing agerstitition is responsible for making the
purchase within the dollar amount authorized by éhiSheCP-1 Acquisition Approvalorm and
for following all applicable statutory requirementiroughout the procurement process,
including but not limited to those outlined in &itR5, Chapter 53 dflississippi Code These
requirements include: (1development of competitive and open specificatiq@$ issuing an
advertisement to solicit bids or proposals accaydim Section 25-53-5 (0) of thdississippi
Code (3) conducting a thorough and equitaldealuation of all proposals received; (4)
responding in a timely manner to glliblic recordsandpost-procurement review requesand
(5) negotiating and signing a contract, if applieabwithin the scope and intent of the
specifications. ITS does not participate in anyhefse steps for exempted procurements.

In the negotiation of contracts for the productsl aervices being obtained, agencies and
institutions should be aware that, per a 1993 AttgrGeneral Opinion, state agencies do not
have the authority to allow a vendor to limit iighility. Pursuant to Section 25-53-21(e) of the
1972 Mississippi CodeAnnotated, as amended, the Executive DirectofT8f mmay negotiate a
limitation on the liability to the State of prosp&e contractors provided such limitation affords
the State reasonable protection. This authoritynégotiate a limitation of liability applies
ONLY to contracts negotiated by ITS for executignthe ITS Executive Director and doest
apply to contracts negotiated for exempted procerdgm

If a vendor protest results from the exempted prement, however, the rules and guidelines of
the ITS Protest Procedure and Poliepply, with the ITS Executive Director receivingda
responding to the protest.

Refer t0009-001 ITS Procurement Process Flofes additional information. The seventh
diagram is the specific flow fdéxemption Approvals

Source: 25-53-25 (2)
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Part 2 Chapter 7: Procurement Types

Rule 207.4: 013-050 Acquisition of Telecommunicatis Services by State Agencies

ITS statute Mississippi CodéSection 25-53-111, requires that ITS:

« Establish and coordinate through either state osimer or commercial leasing, all
telecommunications systems and services affectiegmtianagement and operations of the
state

« Act as the sole centralized customer for the adipns billing and record keeping of all
telecommunications systems or services providedai® agencies whether obtained through
lease or purchase

« Charge the respective user agencies for their ptiopal cost of the installation,
maintenance and operation of the telecommunicasgstems and services

To fulfill this statutory mandate, ITS issuBgquests for Proposdis obtain the lowest and best
provider of local and long distance voice accesgices and of data communications services.
The resulting contracts are for the use of ITSumishing these services to all state agencies.
The contracts aggregate all telecommunicationdidrafto one account with ITS as the sole
customer on behalf of the state, as required irabwye statute. This aggregation allows ITS to
get the best possible pricing for the state as aleyho better manage telecommunications
facilities within the state; and to have an acautatentory of all telecommunications services
within state government.

There is no delegation of procurement authority fortelecommunications services for state
agencies. All such services must be obtained through the ciete Services and Data Services
Divisions of ITS. SeéTS Telecommunications Contracts and Services fateSAgenciesor a
list of products and services within the scopened policy and for links to the associated pricing.

In addition to the line and access services pravida vendor contracts, ITS is the direct
provider of basic telephone installation serviced #asic data cable installation services for
customers in the Capitol Complex and greater Jacksea. Note that neither agency staff nor
third-party vendors are to provide any cablingedephone installation or update services unless
prior written approval has been obtained from ITSaaase-by-case basis.

As an ITS telecommunications customer, a state @geeceives the following "value-add"

services:

« Contractual terms and conditions negotiated andreedl by ITS on behalf of the state

« Renegotiation for lower pricing at set intervaleotighout the life of each contract

« Uniform service and cost to all areas of the state

« Facility reviews on request to evaluate opportesifor cost savings (voice and data)

- Statewide authorization codes for long distance

« Customized telephone billing to accommodate thewtting requirements of the individual
agency, including electronic billing options

« State government telephone operator services

e Trouble/Help Desk support (voice and data)

« Customer service support (voice and data)

« Telecommunications training on request
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« Voice communications needs analysis on request
« On-line state telephone directory listings and iserv
e Network Operations Center

« Core security administration (IDS and VPN)

« Domain name services

« System design and configuration (voice and data)
e 24x7x365 operations (voice and data)

« Problem determination (voice and data)

« Disaster recovery (voice and data)

« Capacity planning

« Telecommunications Express Products L{&tsvay radios, E-911)
« Master Cellular Contract

To request additional information or to order seegl, contact elecomRequest@its.ms.gov

Source: 25-53-111
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Part 2 Chapter 7: Procurement Types

Rule 207.5: 013-055 Acquisition of Telecommunicatis Services by IHLs

ITS statute Mississippi CodéSection 25-53-111, requires that ITS:

« Establish and coordinate through either state osimer or commercial leasing, all
telecommunications systems and services affectiegmtanagement and operations of the
state

« Act as the sole centralized customer for the adipns billing and record keeping of all
telecommunications systems or services providedtéde institutions whether obtained
through lease or purchase

« Charge the respective user institutions for thaiopprtional cost of the installation,
maintenance and operation of the telecommunicasgstems and services

« Approve or provide state telephone services onimbursable basis to full-time students at
state institutions of higher learning, includingewé such services are provided by the state
or the institution

To fulfill this statutory mandate, ITS issuBgquests for Proposdis obtain the lowest and best
provider of local and long distance voice accesgices and of data communications services.
The resulting contracts are for the use of ITSummikhing these services to all state agencies and
institutions of higher learning. The contracts r@ggite all telecommunications traffic into one
account with ITS as the sole customer on behathefstate, as required in the above statute.
This aggregation allows ITS to get the best possricing for the state as a whole; to better
manage telecommunications facilities within thaestand to have an accurate inventory of all
telecommunications services within state governme3gelTS Telecommunications Contracts
and Services for IHLfor a list of products and services within theof this policy.

As an ITS telecommunications customer, an IHL nezethe following "value-add" services:
« Contractual terms and conditions negotiated andreedl by ITS on behalf of the state

« Renegotiation for lower pricing at set intervalsotighout the life of each contract

« Uniform service and cost to all areas of the state

« Statewide authorization codes for long distance

« Capacity planning

« Telecommunications Express Products L{&svay radios, E-911)

« Master Cellular Contract

To request additional information or to order seegi contact elecomRequest@its.ms.gov

Source: 25-53-111
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Part 2 Chapter 7: Procurement Types

Rule 207.6: 013-060 Procurement Types: Emergency Riases

Mississippi Public Purchasing Law, in Section 3137§j) of Mississippi Codgeoutlines the state
agency emergency purchase procedure. The neeagrtbgse technology products or services
under the state agency emergency purchase procegumitlined in this code section is a
decision made by the agency's board or executreetdr, or that person's designee. The agency
executive must first determine that an emergencest®such that "the delay incident to giving
opportunity for competitive bidding would be detental to the interests of the state." Once that
determination is made, the executive is authoripethake the purchase without following the
competitive bid requirements.

The definition of "emergency"” as it applies to fhasing is located in Section 31-7-1 (f) of
Mississippi Codeas follows:

(H "Emergency" shall mean any circumstances causedire, flood, explosion, storn
earthquake, epidemic, riot, insurrection or caulgdany inherent defect due to defec
construction, or when the immediate preservatioardér or of public healttsinecessary |
reason of unforeseen emergency, or when the immeedestoration of a condition
usefulness of any public building, equipment, roattridge appears advisable, or in the
of a public utility when there is a failure of amachine owother thing used and useful in
generation, production or distribution of electyci water or natural gas, or in -
transportation or treatment of sewage; or whendilay incident to obtaining competit
bids could cause adverse impact upon theegung authorities or agency, its employee
its citizens; or in the case of a public airportien the delay incident to publishing
advertisement for competitive bids would endangéslip safety in a specific (not genel
manner, result in or pegfuate a specific breach of airport security, a@vpnt the airpo
from providing specific air transportation services

Note that the definition applies only to eventst tbauld not reasonably have been anticipated.
Failure to plan or to act in a timely and proactiianner to replace or upgrade equipment or
other products does not fall within the statutogjinition of "emergency.” The purchases made
under the emergency purchase procedure must by smlehe purpose of meeting the needs
created by the emergency situation.

The law also requires that the agency file docuatent of the emergency purchase with the
appropriate oversight agency. In accordance \mghréferencedtatutesITS has developed an
Emergency Purchase Form for reporting purchasesifgrtechnology products or services
purchases made under the emergency purchiaseteby state agencies or IHLs under ITS
purview. A copy of themergency purchase request fasnavailable in PDF and Word formats
on thelTS website Customers may also submit emergency purchasegngadation via ITS'
online procurement request system

Submission of the completed form, along with theessary certifications by the agency or
institution executive or designee, fulfills the ogfing requirements for emergency purchases
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and, if applicable, enables ITS to issueCB-1 Acquisition Approvalto facilitate payment
processing for the emergency acquisition in theteStae Automated Accounting System
(SAAYS). The purchasing agency or institution should plate this form and submit it to ITS as
soon as possible after the emergency acquisitiorae.

Note that Mississippi CodeSection 31-7-13 (j) also requires that any ageeggcutive
responsible to an agency board document any emargemchase in the minutes of the meeting
following the emergency purchase. A copy of theseutes should be provided to ITS with the
emergency purchase certification.

ITS issues CP-1 Acquisition Approval documentsefiarergency procurements when required by
the purchasing entity. For state agencies, thppeosals are uploaded into SAAS to facilitate
payment processing. Unlike the usual CP-1 docum€m-1s associated with emergency
purchases do not constitute approval of the adgpnsby ITS. Documentation and certification
of the emergency purchase are solely the respditsiifithe purchasing agency or institution.

In support of the reporting requirements for that&®ruditor outlined in Section 31-7- 13 (j) and
(k) of Mississippi CodelITS sends a report annually to the State Auditoall emergency
purchases and supporting documentation submittédsto

Refer to 009-001 ITS Procurement Process Flofes additional information. The eighth
diagram is the specific flow fdémergency Purchases

Source: 31-7-1 (f); 31-7-13 (j) (k)
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Part 2 Chapter 7: Procurement Types

Rule 207.7: 013-080 Procurement Types: EPL Planndeurchase

The EPL Planned Purchase Procedure allows an agemogke purchases that exceed the cost
limit of an Express Products List (EPL)As the coordinator of the information technology
planning effort for state government agencies, W&ks with agencies during the planning
process to determine procurements that can be pypguely made using EPLs. The EPL
planned purchases procedure is limited to:

(1) Projects in the agency's current technology pl

(2) Equipment or software appearing on a curréiit E

An agency using the EPL Planned Purchase Proceslgigen authorization, up to a specified
dollar amount, to make the identified procuremefitam the EPLs without further ITS
involvement. The approval is issued in the fornadétter from the ITS Executive Director and
a CP-1 Acquisition ApprovaDocument. The purchasing agency should retainapproval
letter in its purchasing documentation.

Since agencies often make their purchases unddeRhePlanned Purchase approval over the
course of the fiscal year and to multiple vendéF§ also sends a Planned Purchases Tracking
Form with the approval letter and CP-1. This fahould be used to record the date, purchase
order number, and dollar amount of each expendiuaee under the EPL Planned Purchases
approval. This form serves as a tracking tooltfieragency, and the agency is required to retain
the completed form in its purchasing documentafiiwraudit purposes.

The purchasing agency should also document tha&iffart was made to obtain a lower price
than the published EPL price, since the volume lpased under an EPL Planned Purchase
approval is higher than the typical EPL amount. clE&PL has instructions relevant to
negotiating volume discounts with vendors. EPLnR&l Purchase requests must be
accompanied by a minimum of two vendor quotes farcipases up to $1,000,000 and three
guotes for purchases over $1,000,000. Additionatriuctions for submitting EPL Planned
Purchase requests are contained orEfPe Planned Purchase procurement forgPL Planned
Purchases with Bfecycle costabove the Director Approval thresholds definecdaction 018-
030requirelTS Boardapproval.

An agency's ITS planner will contact the agencyceoning potential Planned Purchases during
the review of the agency's plan. To initiate arL FPanned Purchase prior to being contacted,
call Kevin Gray, ITS Policy and Planning Coordimatat 601-432-8096; contact the ITS
Procurement Help Desk at 601-432-8166; or subrRibaned Purchase Procurement Reqteest
ITS Procurement. Additional information and contaformation foragency plannings located

on thelTS website

Although the Planned Purchase Procedure was plymestablished for state agencies who
submit technology plans to ITS annually, IHLs, coamity colleges, local governments, K-12
schools, and other government entities who havevsidue diligence in technology planning
and who want to use the ITS EPLs above the defpdhding thresholds may be eligible for
planned purchases. These public entities may dudbmequest for a planned purchase to ITS
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along with a copy of their current technology planthe format required by their regulatory
agent. The request should also include detailemtrmation regarding the items to be purchased
and the EPL quotations received. ITS will revieme tplan information and the specific
procurement details to see if a planned purchaappsopriate.

Refer to009-001 ITS Procurement Process Fldarsadditional information. The ninth diagram
is the specific flow foPlanned Purchases

Source: 25-53-25 (2)

116



Part 2 Chapter 8: Procurement Limits Policies
Rule 208.1: 015-010 Procurement Limits Policies: 8te Agencies

Procedures for the Acquisition of Information Techrology Equipment, Software, and
Services by Procurement Type and Total Lifecycle (31 for State Agencies

By law, all acquisitions of information technologyst be approved by ITS. ITS has delegated
this responsibility to agencies for certain typépurchases antifecycle costlimits. Note that
these thresholds are based upotal lifecycle costsand thatthere are situations in which
actual monies paid is not the sole determinant ofhe requirement for a competitive
procurement process For purchases in which (1) the value of the goaad services exceeds
bid limit, (2) there is a competitive market, ar®) there is potential for vendor profit from the
project, contracts must be awarded based on an ape&rcompetitive process that allows the
state to compare offerings to obtain the best mtdervice, and value, regardless of monies
paid directly to the vendor by the state entityheTcompetitive process ensures the state’s
requirements are well-defined, project contracésragotiated to protect the state’s interest, and
the vendor selected is the one with the most adgaous combination of cost and services.

The table below defines the procedures and thdarestjapprovals for each category and project
lifecycle cost range. For current Director Appriothaesholds, se8ection 018-030
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Procurement
TypelLifecycle Cost

$.01 - $5,000.00

$5,000.01 -
$50,000.00

Greater than
$50,000, up to
Director Approval
Threshold

Above Director
Approval Threshold

Regular Competitive
Procurement

* Delegated to
Agency

* May purchase
without advertisin
or otherwise
requesting
competitive bids

* Delegated to
Agency

* May purchase
without
advertisement for
bids, provided at
least two
competitive writte

* Requires ITS
approval:.CP-1in
SAAS

» Advertisement &
receipt of
competitive bids
required by law

* Submit

bidshave been
obtained

* You must select
the lowest quote

EXCEPTION: By
State statuteall
American Recovery

Procurement
Requesto ITS 2-5
months before
purchase

EXCEPTION: By
State statuteall
American Recovery

and Reinvestment

and Reinvestment

Act (ARRA)

projects in excess (
$25,000.00 must b¢
bid.

Act (ARRA)

bprojects in excess (¢
$25,000.00 must b
bid.

* RequiredTS
Board approval

* Requires ITS
approval:.CP-1in
SAAS

* Advertisement &
receipt of
competitive bids
required by law

* Submit
Procurement
Requesto ITS 3-8
months before
purchase

pf

1%

Telecommunications
Systems and
Services
(SeeAcquisition of
Telecommunications
Services by State
Agenciesfor more
information)

No delegation.

ITS has conducted
these procurement
on behalf of the sta
and has contracts i
place that must be
used by agencies f
telecommunication
systems and servig
(voice and data).
SeelTS
Telecommunicatior]

No delegation.

ITS has conducted
sthese procurement
on behalf of the sta|
nand has contracts i
place that must be
pused by agencies f
stelecommunication
systems and servig
(voice and data).
SeelTS
Telecommunication

No delegation.

ITS has conducted
sthese procurement
on behalf of the sta
nand has contracts i
place that must be
pused by agencies f
stelecommunication
systems and servic
(voice and data).
SeelTS
Telecommunicatior

No delegation.

ITS has conducted
sthese procurement
on behalf of the sta|
nand has contracts i
place that must be
pused by agencies f
stelecommunication
systems and servig
(voice and data).
SeelTS
Telecommunicatior

=]

Contracts for State

Contracts for State

Contracts for State

Contracts for State

Agenciesfor details

Agenciesfor details

Agenciesfor details

Agenciesfor details
Note: ITS contracts
have already
receivedBoard
approval Agency
acquisitions of
services from theseg
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contracts do not
require additional
Board action.

Sole Source
Procurement

* Delegated to
Agency

* May purchase
without advertisin
or otherwise
requesting
competitive bids

* Requires ITS
approval:.CP-1in
SAAS

e SubmitSole
Source Request

* Requires ITS
approval:.CP-1in
SAAS

e SubmitSole
Source Request

with vendor and
agency
documentation to
ITS 3-5 weeks
before purchase

with vendor and
agency
documentation to
ITS 3-5 weeks
before purchase

* RequiredTS
Board approval

* Requires ITS
approval:.CP-1in
SAAS

* SubmitSole
Source Request
with vendor and
agency
documentation to
ITS 2-4 months
before purchase

Exemptionfrom ITS

Not applicable:
Already delegated f
agency

Not applicable:
Already delegated 1
agency

(Note: ITS cannot
exempt a sole sour
procurement >
$5,000)

* Requires ITS
approval:CP-1in
SAAS

» Advertisement &
receipt of
competitive bids
required by law
(conducted by the
Agency after
exemption is
approved by ITS)

* SubmitExemption
Requesto ITS 2-4
weeks prior to
advertising the
procurement

* Requires ITS
Board approval

* Requires ITS
approval:.CP-1in
SAAS

* Advertisement &
receipt of
competitive bids
required by law
(conducted by the
Agency after
exemption is
approved by ITS)

* SubmitExemption
Requesto ITS 4-6
weeks prior to
advertising the
procurement

Express Products

Lists (EPLS)

 Delegated to
Agency

* AccessEPL on
ITS website

¢ Follow instruction
on specific EPL

 Delegated to
Agency

* Access EPL on
ITS website

¢ Follow instruction
on specific EPL

* Delegated to
Agency up to EPL
limit

* Access EPL on
ITS website

* Follow instructiong
on specific EPL

* RequiredTS
Board approval

* Requires ITS
approval:.CP-1in
SAAS

* Submit
Procurement
Requesto ITS 2-4
months before
purchase

EPL Planned
Purchase

Not applicable

Not applicable

Purchase above EF

limit:

RequiredTS Board
approval
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« Requires approval* Requires approval

letter from ITS
Executive Directo
andCP-1
Requires that
project be in
currentIT Plan
submitted by
agency to ITS &
equipment
/software needed
must appear on a
currentEPL

ITS planner
contacts agency
concerning
Planned Purchasg
during review of
agency's planCall
your planner or
submit anEPL
Planned Purchasg

letter from ITS

' Executive Directof

andCP-1

* Requires that
project be in
currentIT Plan
submitted by
agency to ITS &
equipment
/software needed
must appear on a
currentEPL

* ITS planner
contacts agency
concerning

s Planned Purchasg
during review of
agency's planCall
your planner or
submit anEPL

> Planned Purchase

Requesto ITS to
initiate a Planned
Purchase prior to
being contacted.

Requesto initiate
a Planned Purcha
prior to being
contacted (at leas|
2 weeks prior to
ITS Board

Meeting).

2S

174

—F

Emergency
Procurement

Not applicable

e Inform ITS in
writing, using ITS]
Emergency
Purchase Form

e Inform ITS in
writing, using ITS
Emergency
Purchase Form

signed by the
agency executive
as soon as possif
after the
emergency
procurement

signed by the
agency executive

leas soon as possil
after the
emergency
procurement

* |ITS loads €€P-1
form to SAAS so
the vendor
payment can be
processed.

e Inform ITS in
writing, using ITS!
Emergency
Purchase Form
signed by the
agency executive

leas soon as possih
after the
emergency
procurement

* |ITS loads €CP-1
form to SAAS so
the vendor
payment can be
processed.

« ITS Board

e

informed of
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emergency
procurement and
surrounding
circumstances

E-Government
Procurement
NOTE: Due to the
different vendor
business models for
E-Government
services and produc]
the procurement
approach is not

governed by the totdle Follow process

expenditure but by tf
true market value, as
determined by the
complexity and size
of the project. See
Section9001-020and
001-0250f this
handbook for
additional informatio
on Electronic
Government

procurements.

» Cost category mu
be based otrue
market value, not
funds paid to
vendor by agency

* Requires DFA
approval for any
payment
functionality

outlined in001-
025 Approvals for

» Cost category mu
be based otrue
market value, not
funds paid to
vendor by agency

* Requires DFA
approval for any
payment
functionality

* Follow process
outlined in001-
025 Approvals for

» Cost category mu
be based otrue
market value, not
funds paid to
vendor by agency

* Requires DFA
approval for any
payment
functionality

* Follow process
outlined in001-
025 Approvals for|

Internet-based
Applications and

Internet-based
Applications and

Internet-based
Applications and

» Cost category mu
be based otrue
market value, not
funds paid to
vendor by agency

* Requires DFA
approval for any
payment
functionality

* Requires ITS
Board approval if
true market value
exceed®Pirector
Approval

Services

Services

Services

Threshold

* Follow process
outlined in001-
025 Approvals for
Internet-based
Applications and
Services

Source: 25-53-5; 25-53-25 (2); 25-53-151; 31-1d)3
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Part 2 Chapter 8: Procurement Limits Policies

Rule 208.2: 015-020 Procurement Limits Policies: IHs

Procedures for the Acquisition of Information Techrology Equipment, Software, and
Services by Procurement Type and Total Lifecycle Gat for
Institutions of Higher Learning

By law, all acquisitions of information technologyoducts or services by IHLs must be
approved by ITS. ITS has delegated this respditgitn the Chief Information Officers (CIOs)

of the State's Institutions of Higher Learning tmrtain types of purchases alif@écycle cost
limits. Note that these thresholds are based uptal lifecycle costsand thatthere are
situations in which actual monies paid is not theae determinant of the requirement for a
competitive procurement process For purchases in which (1) the value of the goadd
services exceeds bid limit, (2) there is a competitnarket, and (3) there is potential for vendor
profit from the project, contracts must be awarbdaged on an open and competitive process that
allows the state to compare offerings to obtainltést product, service, and value, regardless of
monies paid directly to the vendor by the statetyentThe competitive process ensures the
state’s requirements are well-defined, project @mt$ are negotiated to protect the state’s
interest, and the vendor selected is the one Wehmost advantageous combination of cost and
services.

The only statutory exception to the requirementlT@ approval is for acquisitions of computer
equipment and services made by IHLs wholly withefadl funds. These acquisitions do NOT
fall within ITS' purview. In additionMississippi CodeSection 25-53-5 (b) directs ITS, in
establishing procedures and carrying out its stegutharges in relation to IHLs, to take into
consideration the special needs of these instistio relation to the fields of teaching and
scientific research. In accordance with this diveg ITS has delegated procurement oversight
for IT purchases to IHLs at 5 times the leveldetegation for state agencie¥hese delegation
thresholds and associated oversight requiremeatsudlined in the table that follows.

The table below defines the procedures and thdarestjapprovals for each category and project
lifecycle cost range. For current Director Apprbtraesholds, se€ection 018-030 Note that

all Procurement Requests submitted to ITS mustitpeed by the Institution's CIO or that
person's designee.
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Procurement $.01 - $5,000.00 |$5,000.01 - $50,000.01 - >$250,000.01 buj Above Director
Typel/Lifecycle $50,000.00 $250,000.00 belowDirector | Approval
Cost Approval Threshold
Threshold
Regular  Delegated to e Delegated to |+ Delegatedto |« RequiresITS | RequiredTS
Competitive Institution's CIO| Institution's CIQ Institution's CIQ approval:CP-1 | Board approval
Procurement » May purchase |+ May purchase |+ Advertisement |+ Advertisement § andCP-1
without without & receipt of receipt of » Advertisement
advertising or advertisement | competitive bid$ competitive bidg & receipt of
otherwise for bids, required by law| required by law| competitive
requesting provided at least * Submit bids required b
competitive bids| two competitive Procurement law
written bidshave Requesto ITS | Submit
been obtained 2-5 months Procurement
* You must select before purchase Requesto ITS
the lowest quote 3-8 months

EXCEPTION:
By State statute
all American

Recovery and
Reinvestment Ac

(ARRA) projects
in excess of
$25,000.00 must
be bid.

EXCEPTION:
By State statute
all American

Recovery and
tReinvestment Ac

(ARRA) projects
in excess of
$25,000.00 must
be bid.

before purchage

Telecommunica-
tions Systems ang
Services
(SeeAcquisition of
Telecommunica-
tions Services by
IHLs for more
information)

No delegation.
1ITS has conducte
these procuremer
on behalf of the
state and has
contracts in place
that can be used
IHLs for
telecommunica-
tions systems ang
services (voice ar
data). SeélS
Telecommunica-
tions Contracts fo
IHLs for details.

No delegation.
dTS has conductg
these
procurements on
behalf of the stat
and has contract
in place that can
be used by IHLs
for
telecommunica-
tions systems an
services (voice
and data). See
[1TS
Telecommunica-

No delegation.
ITS has conductg
these
procurements on
ehbehalf of thestatq
sand has contract
in place that can
be used by

IHLs for
telecommunica-
dtions systems an
services (voice
and data). See
ITS
Telecommunica-

No delegation.
ITS has conductg
these
procurements on
behalf of the statg
sand has contract
in place that can
be used by IHLs
for
telecommunica-
dtions systems an
services (voice
and data). See
ITS
Telecommunica-

No delegation.
ITS has
conducted these
procurements
pon behalf of the
sstate and has
contracts implace
that can be used
by IHLs for
telecommunica-
Jtionssystems an
services (voice
and data). See
ITS
Telecommunicat

tions Contracts f(

tions Contracts fq

tions Contracts fc

tions Contracts

To acquire these
services other th

viaan ITS

IHLs for details.
n

IHLs for details.

To acquire these

IHLs for details.

To acquire these

for IHLs for
details.

Note: ITS
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contract, submit a
exemption reques
to ITS prior to
acquiring the
service.

services other th;
tviaan ITS
contract, submit
anexemption
requesto ITS
prior to acquiring
the service.

services other thj
viaan ITS
contract, submit
anexemption
requesto ITS
prior to
advertising for th
service.

contracts have
already receiveq
Board approval
IHL
acquisitions of
services from
these contracts
do not require
additional
Board action.
Exemptions to
acquire these
services other
than via ITS
contracts
require Board
approval.
Submit an
exemption
requesto ITS 6-
8 weeks prior to
advertising for
the service.

Sole Source
Procurement

* Delegated to
Institution's CIO

* May purchase
without
advertising or
otherwise
requesting
competitive bids

Sole Source
Certification
Delegated to
Institution's CIO

Sole Source
Certification
Delegated to
Institution's CIO

* Requires ITS
approval:.CP-1

* RequiredTS
Board approval

e SubmitSole
Source Regues
with vendor and
institution
documentation {
ITS 3-5 weeks
before purchase

andCP-1
* SubmitSole
Source Reques
with vendor an
institution
documentation
2 to ITS 2-4
months before
purchase

Exemptionfrom
ITS

Not applicable:
Already Delegate
to Institution's CIQ

Not applicable:
JAlready
DDelegated to
Institution's CIO

Not applicable:
Already
Delegated to
Institution's CIO

* Requires ITS
approval:.CP-1

* RequiredTS
Board approval

* Advertisemat &
receipt of
competitive bidg
required by law
(conducted by
the Institution
after the
exemption is
approved)

* Submit

andCP-1

* Requires ITS
approval

* Advertisement
& receipt of
competitive
bids required b
law (conducted
by the
Institution after|
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Exemption
Requesto ITS

2-4 weeks prior| e Submit

to advertising td Exemption
procurement Requesto ITS
(Note: ITS 4 - 6 weeks
cannot exempt a prior to

sole source advertising the
procurement > | procurement
$250,000)

the exemption
is approved)

Express Products

Lists (EPLS)

* Delegated to
Institution's CIO

* Delegated to
Institution's CIO

* Delegated to
Institution's CIO

* Delegated to
Institution’s CIO

* RequiredTS

Board approval

e

(%)

» AccessEPL on |e AccessEPL on | upto EPL limit | upto EPL limit | andCP-1
ITS website ITS website * AccessEPL on |+ AccessEPL on |e* Submit
* Follow * Follow ITS website ITS website Procurement
instructions on instructions on | Follow * Follow Requesto ITS
specific EPL specific EPL instructions on | instructions on | 2-4 months
specific EPL specific EPL before purchas
EPL Planned Not applicable Not applicable Purchase aboye Requires ITS |+ RequiredTS
Purchase EPL limit: approval: Letter| Board approval
* Requires ITS from ITS * Requires
approval: Letter; Executive approval letter
from ITS Director from ITS
Executive * Requires Executive
Director submittinglT Director
* Requires Planto ITS for |« Requires
submittinglT review; submittinglT
Planto ITS for | equipment/softw Planto ITS for
review; are needed must review;
equipment appear on a equipment
/software needg currentEPL /software
must appear onf « ITS planners an needed must
currentEPL procurement appear on a
* ITS planners anl analysts assesy currentEPL
procurement the plan and thg « ITS planners
analysts assesg procurement and
the plan and the request procurement
procurement |« SeeEPL Planne| analysts asses
request Purchasdor the plan and th
* SeeEPL further details. procurement
Planned request
Purchasefor * SeeEPL
further details. Planned
Purchasefor
further details.
Emergency Not applicable Inform ITS in Inform ITS in InfornT8 in * Inform ITS in
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Procurement

writing, using

ITS’ Emergency
Purchase Form

writing, using

ITS’ Emergency
Purchase Form

writing, using

ITS’ Emergency
Purchase Form

signed by the
Institution’s
president or
designee, and by
Institution’s CIO,
as soon as
possibleafter the
emergency
procurement

signed by the
Institution’s
president or
designee, and by
Institution’s CIO,
as soon as
possibleafter the
emergency
procurement

signed by the
Institution’s
president or
designee, and by
Institution’s CIO,
as sooras possib
after the
emergency
procurement

writing, using
ITS
Emergency
Purchase Form
signed by the
Institution’s
president or
designee, and
by Institution’s
CIO, as soon 3
possibleafter
the emergency
procurement
« ITS Board
informed of
emergency
procurement
and surroundin
circumstances

E-Government
Procurement
NOTE: Due to the|
different vendor
business models
for E-Government]
services and
products, the
procurement
approach is not
governed by the
total expenditure
but by thetrue
market value, as
determined by the
complexity and
size of the project
See Sectio®01-
020 of this
handbook for
additional
information on
Electronic
Government

procurements.

* Delegated to
Institution's CIO

» Advertisement &
receipt of
competitive bids
required iftrue
market value of
services exceed
$50,000 (25,000
for ARRA
projects),
regardless of
funds expended

* Delegated to
Institution's CIQ
* Advertisement
& receipt of
competitive bids
required iftrue
market value of
services exceec
$50,000
($25,000 for
ARRA projects)
regardless of
funds expendeq

|72}

* Delegated to
Institution's CIQ

* Advertisement
& receipt of

5 competitive bidg

required

S

* Requires ITS
approval:.CP-1

* RequiredTS
Board approval

» Advertisement 4
receipt of

5 competitive bids
required by law

* Submit
Procurement
Requesto ITS
2-5 months
before purchase

andCP-1

* Advertisement
& receipt of
competitive
bids required b
law

* Submit
Procurement

> Requesto ITS

3-8 months

before purchage

Source: 25-53-5; 25-53-25 (2); 25-53-151; 31-7)3
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Part 2 Chapter 9: Awards and Contracts
Rule 209.1: 018-010 Proposal Evaluation Process

EachRequest for Proposals (RFB&ndLetter of Configuration (LOC)ssued by ITS contains a

summary-level description of the criteria and process that wdl lsed in the evaluation of

submitted proposals to determine the winning prapod hedetails of the evaluation process

and scoring methodology for each RFP are develpped to the receipt of proposals, and the
summary point allocation by category is postedr@n TS websitewhen proposals are received.
The LOC evaluation process and scoring methodadwgydocumented to the project file prior to
receipt of proposals and posted on the LOC datdioasecess beneral RERendors.

While the evaluation process used for a specifi®® RiF LOC will be customized to fit the
particular procurement, ITS generally applies thalgation practices outlined below for
proposal evaluation. Steps may be combined, aduteeljminated at the sole discretion of the
State based on attributes of the specific procun¢rmpmject. Once the evaluation process has
been defined for a given RFP or LOC, each proposadived is evaluated in a consistent and
defensible manner according to that evaluationgssc

The intent of the evaluation process is to esthblsranking of proposals based on the
requirements of the RFP or LOC. SB&8-020 Proposal Evaluation Criteria and Scoring
Formulafor details on the numerical scoring of proposals.

Proposal Evaluation Practices:

1. The ITS Technology Consultant assigned to the peant project leads the evaluation
process and ensures that the evaluation processcanitig methodology are consistently
followed and documented.

2. The ITS Technology Consultant has primary respadalityitior validating each proposal to
ensure that all essential elements are presentg. sumber of copies, proposal bond,
signatures. Such validation should occur on thetta proposals are received. Vendors
may, at the State's sole discretion, be allowegktoedy some procedural deficiencies by
immediate delivery of additional copies, valid bendr signed cover sheets within the
timeframe established by the State, typically wittwenty-four hours or less of proposal
opening. In no case, however, will a vendor bevedd to submit additional price
information that cannot be derived from the origimoposal, nor will unsolicited
clarifications be accepted outside the processééfin the RFP or LOC. Proposals that
are non-responsive due to missing components lordaio follow critical instructions are
eliminated from further consideration. If coste aequired to be submitted and sealed
separately, proposals that include any cost inftonain the unsealed portion of the
technical proposal will be eliminated from furtleemsideration

3. The ITS Technology Consultant, in conjunction wikie customer, names an evaluation
team prior to the receipt of proposals. Membersghefevaluation team may be asked to
participate in the scoring of entire proposals wrthe scoring of only portion(s) of
proposals that correspond with the member's péatiGnowledge and expertise.
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10.

11.

If appropriate, the ITS Technology Consultant cartdian evaluation orientation session,
explaining the evaluation process and scoring nuetlogy and distributing copies of the
proposals to the team members.

Proposal confidentiality statementare obtained from each team member before
distribution of the proposals.

Each evaluator individually reviews the proposalsportions of proposals assigned, prior
to the evaluation scoring work sessions. Evalgataview, take notes, and prepare
questions for discussion.

The evaluation team may determine from their ihiteiew that some proposals are non-

responsive and will not be included in the evalati Proposals may be deemed non-

responsive by the following ways:

. The vendor did not follow the instructions in thERRIn preparing the proposal

. Required information or critical components are tbexi

. Total cost cannot be determined

. The proposal is clearly outside the scope of th® RF LOC and/or proposes an
alternate approach unacceptable to the State

. The proposal offers only a partial solution to 8tate's requirements

. The overall quality of the response is too podoécevaluated with reasonable effort

. Other significant shortfalls determined by the ea#ibn team.

If a proposal is determined to be non-responsikie, évaluation team documents the
reasons the proposal is eliminated from considaenand does not proceed further with the
evaluation and scoring of the proposal.

For RFPs that do not have sealed costs, the IT&nbdagy Consultant and evaluation
team may determine that some of the proposalss @wstoutside the project budget and/or
out of the competitive range and may decide naht¢tude those proposals in the initial
round of scoring.

For RFPs that contain Mandatory Provisions, astifieth on the cover page and detailed in
the Technical Specifications section of the RFBppsals that do not meet one or more of
the Mandatory Provisions are subject to immediasgudlification and elimination from
further consideration, at the sole discretion ef 8tate.

The ITS Technology Consultant facilitatesnsensus scoringessions for the technical
components of each proposal. During the technasalluation, the evaluation team
discusses each item to be scored and arrives @ataanll consensus score for the technical
portion of the RFP. The ITS Technology Consultatords the scores assigned by the
team and documents specific ways in which any itexceeds or does not meet
specifications. Proposals may be scored basedamtyiteria and specifications outlined
in the RFP or LOC.

The ITS Technology Consultant, in conjunction wiitle evaluation team, determines the
clarifications required for each proposal and silithese clarifications from the vendor(s)
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12.

13.

14.

15.

16.

17.

in writing. The information in clarifications ihén reviewed to determine whether the
scoring is impacted by the additional informatiohll written clarifications become part of
the vendor's proposal.

If references are to be checked, the ITS Technofdgysultant, in conjunction with the
evaluation team, develops a reference questionn&eferences are checked by telephone
or email. Records of each vendor reference caedaate retained for the evaluation file.

Scores from the consensus scoring sessions aeglthil the ITS Technology Consultant.
The ITS Technology Consultant reviews the conserfswdings with the designated
Quality Assurance (QA) Coordinator to ensure thecess was followed and scores were
assigned consistently. If there is a requiredsthodd ("gate"), typically expressed as a
minimum percent of the technical requirements thast be met or of the non-cost points
that must be obtained to proceed to vendor presemsaand/or the cost evaluation phase,
the proposals not reaching that threshold are eéited from further consideration.

For proposals within the competitive range, thelwation team reviews each proposal's
exception summary and determines which exceptioesaeceptable to the State, which
cannot be accepted, and which can be negotiated @htract award. Proposals with a
substantial number of material exceptions and/¢i exceptions that are not acceptable to
the State may, at the sole discretion of the evialuageam, be eliminated from further

consideration at any point in the evaluation preces

The ITS Technology Consultant, in conjunction wiitle customer and other scoring team
members, schedules vendor presentations, if retjuiliethere is a possibility that vendor

presentations will be required during the evaluafoocess, this possibility will be stated

in the underlying RFP or LOC. All vendors who hawdmitted responsive proposals in
the competitive range will be asked to scheduleresgntation. Oral presentations are
typically recorded and become part of the vendmgposals. Following all presentations,
the evaluation team reviews the scoring of eaclpgsal to see if information from the

presentation impacted the consensus score fortamy i

The ITS Technology Consultant, with assistance esded from the evaluation team,
compiles the cost information, ensuring that alplegable costs are included in the price
evaluation of each proposal, verifying quantitiesl aalculations, and ensuring the cost
proposal is consistent with the functional/techhjpeposal. The evaluation team may
request vendor clarifications on inconsistenciesroihat is included or not included in a
particular cost item. No new pricing can be acedafter the proposal opening, except as
defined in the underlying RFP or LOC. Any propo$al which the cost cannot be
precisely determined will be eliminated from funtleensideration. Se@18-020 Proposal
Evaluation Criteria and Scoring Formufar details on cost calculation and scoring
formula.

The evaluation team determines whether a Best arad Bffer (BAFO) will be requested.

The State reserves the right to request a BAFO rgnpaiocurement. The decision of
whether to request a BAFO is solely the decisiothefState. If a BAFO is to be required
from the vendors, the ITS Technology Consultant #mel evaluation team develop a
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18.

19.

20.

21.

written request that outlines the information togoevided and the deadline for submitting
the BAFO. This document is provided to all vendadso have submitted responsive
proposals in the competitive range and who couldrdasonably expectant of award.
BAFOs are evaluated in the same manner as thenarigioposals.

The ITS Technology Consultant compiles and veriitsscores (technical and cost) and
determines the apparent winning proposal. Aftey itiformation has been verified by the
Technology Consultant's QA Coordinator, it is derthe evaluation team for verification.

Once the scoring has been reviewed and acceptethéyevaluation team, the ITS
Technology Consultant formally requests customemncoaence with the award
recommendation, posts a notification of the awawdthe ITS website and emails

participating vendors a notice of intent to awarhging ITS Board approvaland/or

successful contract negotiations.

Depending on the project cost, either the ITS EtieelDirector or the TS Board must
approve the award. This approval is independenarof approvals required by the
customer agency or other regulatory or oversighities. See018-030 ITS Director
Approval & ITS Board Approval of Procuremerits additional information.

The ITS Technology Consultant, the Special Asstsédatorney General assigned to ITS,
and designated customer representatives beginacbniegotiations with the awarded
vendor. Should negotiations not be successfulimighreasonable amount of time, the
State may discontinue negotiations and begin naimis with the vendor that provided
the next most competitive proposal.

Source: 25-53-5 (0)
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Part 2 Chapter 9: Awards and Contracts

Rule 209.2: 018-020 Proposal Evaluation Criteria ahScoring Formula

Section 25-53-5 (0) of théMississippi Codespecifies that any contract for a technology
acquisition be awarded to the vendor submitting tleevest and best" proposal. This
requirement means the evaluation criteria and sgdiormula for evaluating vendor proposals
include both quantitative and qualitative measures.

For eactRequest for Proposals (RF&)dLetter of Configuration (LOCissued, ITS works with
the customer agencyl/institution to develop a sgofiormula, based on 100 points, prior to
receipt of proposals. For RFPs, the categorié®tosed as evaluation criteria and the number of
points allocated to each category and item ardiZe and time-stamped prior to the proposal
opening and posted on thES websiteat the time of the proposal opening.

The initial determination in any scoring formulatie division of the 100 points between cost
and non-cost components. Cost identifies the "&Wproposal, but many other components
applicable to determining the quality of the pragdogre also considered in determining which
proposal is both "lowest and best." The numbepaifits allocated to cost is typically between
25 and 90 (i.e. 25% to 90% of the basis for deteimgi the winning proposal). The cost points
assigned for a particular procurement depend upemature of the products or services being
acquired. This allocation is a business decisiadenby ITS and the customer agency or
institution.

For a small number of LOCs or Invitations to Bide tspecifications consist of a list of specific
hardware or software components and cost is thg delerminant. A cost-only evaluation
methodology is the exception for procurements utigeipurview of ITS. The higher the service
component, the larger and more complex the proged, the greater the risk to the State, the
higher the percentage of points allocated to threaust portion of the scoring formula.

Examples of factors other than cost that are censdlfor inclusion in the scoring formula are:
* Quality and responsiveness of the proposal
» Technical merit of the proposed solution
* References
» Company information
* Quality of the project plan
* Qualifications of proposed staff

Once the relevant non-cost evaluation criteria tfer given RFP or LOC are selected, each
criterion is assigned a weight. For some procurgsehe evaluation criteria are applied in
steps. In these evaluations, each step may désigrtareshold or pass/fail criteria that must be
met for the proposal to be considered further.

ITS reserves the ability to add up to five "valwetapoints for features of significant value to
the state that are over-and-above the requirenantise RFP or LOC and are offered at no
additional cost to the State. The scoring criteleaeloped for each procurement will specify
whether value-add points are available and how thi#ybe assigned. Value-add points are in
addition to the 100 base points. In practice, ¥addd points are rarely used.
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Other procurements have optional evaluation stepsh as an onsite interview or oral
presentation, built in as contingencies. Thespssége exercised or bypassed at the state's sole
discretion, based on an assessment by the evaluaam as to whether the extra information is
needed for an adequate evaluation and determinatithre award.

Scoring of the non-cost components in the evalnatateria is always somewhat more
subjective than the quantitative scoring of propasst information. Each valid proposal is
evaluated against the requirements of the RFP.pdBeds are not compared with each other.
Unless otherwise justified by the nature of thegn ITS uses aonsensus scoringpproach to
assign points to non-cost criteria. $H8-010 Proposal Evaluation Procésisa description of
consensus scoring.

Cost scores are computed using lifecycle cfSeze 005-400 Terms: Lifecycle cpstThe cost
score is computed as a ratio of the difference éetwa given proposal's lifecycle cost and the
lifecycle cost of the lowest valid proposal. Tleldwing cost scoring formula is used for every
proposal evaluation:

Points awarded for cost = (1-((B-A)/A))*n

Where:

A = Total lifecycle cost of lowest valid proposal

B = Total lifecycle cost of proposal being scored

n = number of points allocated to cost for thisqum@ment

In simpler terms, lowest price gets a perfect scakegoroposal that is 20% more expensive than
the lowest priced offering gets 20% fewer points.

When the above formula would result in a negativeast score (i.e. the lifecycle cost of the
proposal being scored is more than twice that of #hlowest valid proposal), the cost score is
set to zero, rather than deducting points from thevendor's score.

Source: 25-53-5 (0)
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Part 2 Chapter 9: Awards and Contracts

Rule 209.3: 018-030 ITS Director Approval & ITS Boad Approval of Procurements

Mississippi CodeAnnotated, Section 25-53-5 (k), requires that @wis for information
technology purchases be approved byl Board The Board is authorized to delegate this
approval to the ITS Executive Director for projectsting less than a specified amount.

The ITS Board is charged state statutavith the responsibility for maximizing the use and
benefit of information technology by the agenciesards, commissions, and institutions of the
state. To address this directive, the ITS Boauwling state fiscal year 2004, outlined a plan to
redirect its focus to place more attention on egit technology initiatives and to be more
involved in the planning stages of mission-critipabjects. The ITS Board expressed its intent
to increase its ability to impact the responsibse wf scarce technology dollars for more
effective solutions that leverage state infrastitest investments and promote technical
compatibility and coordination among agencies astitutions.

As an important component of this redirection efrible, the ITS Board revised the content and
format of board meetings. As the Board shiftedatais from the approval of contract awards at
the end of a procurement process to the reviewysisgand approval of strategic technology
initiatives, the Board set new thresholds for apploof procurement projects by the ITS
Executive Director. With fewer procurement projpotsentations, the Board will have time to
work with ITS and ITS customers on strategic plagnbest practices, and leveraging the state’s
investment in enterprise technology resources.

Due to the importance the Board places on techyofdgnning, the new Director Approval
thresholds do not apply to agencies without appidgehnology plans.

ITS Board Approval and Reporting Requirements/ Director Approval Thresholds
Effective July 2004

Board Approval Requirements for Director Approval Thresholds

Agencies with approved IT plans and for

IHLs

Procurement Category Board Approval Required if Total Project

Lifecycle Costis Greater Than:

Default $1,000,000*
Manufacturer Maintenance No limit: Board approval not required
Bureau of Buildings Projects No limit: Board approval not required
Consulting Services: $500,000*

Includes all projects that include either
'‘body shop' or deliverable-based
technology consulting, other than
incidental services provided in
conjunction with another acquisition.
Projects identified by Board, ITS Board input and/or approval required
Director, ITS staff, and/or customer
agency staff for special consideration:
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Board Approval Requirements for Director Approval Thresholds
Agencies with approved IT plans and for
IHLs

These projects will be identified through
the ITS Board Focus Group’s IT plan
review process, agency presentations
the procurement process, and other
interactions between ITS and the
customer agencies. The ITS Board
Focus Group will determine focus areas
based on Enterprise Architecture
initiatives, analysis of agency IT plans
and continued assessment of emerging
technologies and opportunities for
interoperability and leveraging state [T
infrastructure investments.
Board Approval Requirements: for
Agencies without approved IT plans

Default $250,000
Board Reporting Requirements
Consulting Services Semi annually:

Total consulting services approved, by agenc
with list of individual CP-1s

Annually:
IT PINS by agency: filled and vacant, with
salaries

=<

IT PINS by position across all state agencies

*Note: The ITS Executive Director only approveatstagency projects with ldecycle cost
above $250,000 if those projects are in the cutiexttnology plan on file with ITS. Approvals
by the ITS Executive Director of projects costingrmthan $250,000 are designated "Director
Approved Planned Purchases." TI@&P-1 Acquisition Approval documents for these
procurements contain the project number from thenags IT plan and have special language
documenting that the acquisition was authorizeceutige Director Approval Planned Purchases
Procedure.

Thetotal project lifecycle costis used to determine whether a contract can beoaeg by the
ITS Executive Director ('Director Approval’) or niuze submitted to the ITS Board for approval
(see 005-400 Terms: Lifecycle cpst

Because there are many types of projects and assdgayment models and because contracts
are frequently modified over the life of a projetie table below has been developed to describe
situations in which ITS Board approval would beuieed. The table is not exhaustive. A
customer who is uncertain whether ITS Board apprisveequired for a specific procurement is
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encouraged to discuss the procurement details thvtHTS Technology Consultant assigned to
the project after the request has been submitted.

Type Contract:

Board Approval Required if:

(2) Initial: Single Phase

The total initial andgoing costs
(maintenance, support, annual license fees,
etc.) to be paid to vendor(s) for the projecteq

lifecycle of the technology exceed the Director

Approval threshold.

(2) Initial: Multi-Phase

The total cost of the iaitphase is less than
the Director Approval threshold, but the
RFERLOC included an option for the contract
to continue for subsequent phases at the St
discretion, with the vendor providing a cost
proposal for the next phase as a deliverable
Phase I; the total cost of the initial phase an
subsequent phases can reasonably be expsg
to exceed the Director Approval threshold

hte’s

in

cted

(3) Madification/continuation: Amendment o
change order to ongoing project

a. Cost increase for the amendment or chal
order is above the Director Approval
threshold; or

b. Cost increase for the amendment or chat
order is less than the Director Approval
threshold, but the new project total is above
Director Approval threshold, and there has
been no previous Board approval for the
project; or

c. Costincrease for the amendment or char
order is less than the Director Approval
threshold; the project was approved by the
Board; the sum of changes since the last Bo
approval exceeds the Director Approval

ge

ge

the

ge

ard

threshold

Source: 25-53-5 (k)
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Part 2 Chapter 10: Procurement Policies
Rule 210.1: 019-001 ITS Procurement Ethics

Principles and Standards

Procurement Code of Ethics

Procurement Code of Conduct

Principles and Standards for Ethical Procurement

ITS has adopted the following overriding principlesd standards to guide individual and group
decisions and actions related to technology pravargs. These principles and standards are
established to (1) encourage adherence to uncongirgmethical behavior, (2) increase
awareness and acceptance of ethical conduct, aneéniphasize the role of ethics when
formulating decisions.

These standards are guidelines for everyone inddlvéechnology procurements, whether they
represent ITS, an ITS customer, or a technologgeen

These principles and standards, along with thelathCode of Ethicsand Code of Condugct
should be applied with good judgment, managemeppat, and personal conscience when
making decisions concerning actions that affechttmence public procurement.

Principles and Standards:

Perceived Impropriety: Prevent the intent and apgece of unethical or compromising conduct
in relationships, actions, and communicationserbttions among ITS, customers, and vendors
must be honest and fair-minded. Avoid actions #ygpear to, or actually, diminish ethical
conduct. Consequences of a perceived impropraatybe the same as consequences of an actual
impropriety.

Conflicts of Interest: Ensure that any personaskitess, or other activity does not conflict with
the interests of the State or your role in techgglprocurement. Persons responsible for
technology procurements must not use their postit;m induce another person to provide
inappropriate benefits to themselves or others.is Htandard applies to family, business,
personal, or financial relationships. Even theegpance of a conflict must be avoided.

Issues of Influence: Avoid behaviors or actionattmay negatively influence, or appear to
influence, procurement decisions. Avoid any atithat reduces the objectivity of the decision-
making process.

Responsibilities to the State: Uphold your respulitses using reasonable care and granted
authority to deliver value to the State. As empleg/of the State and public servants, technology
procurement professionals serve the interests efState of Mississippi to the exclusion of
personal gain.
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Vendor and Customer Relationships: Promote p@sitendor and customer relationships. ITS
procurement staff members are responsible for dpusd and maintaining effective business
relationships with vendors and ITS customers. htgddy across all business interactions
enhances the reputation of ITS and of the pubbcyrement process.

Confidential and Proprietary Information: Proteonfidential and proprietary information and
share it with others only when needed. ITS pronemt staff members should ensure that
recipients of confidential and proprietary informoat know that they have an obligation to
protect it.

Applicable Laws and Procedures: Know and follow tetter and spirit of Mississippi public
procurement statutes, as well as the processesedqures, rules, and guidelines applicable to
technology procurement. ITS procurement staff menskshould develop and maintain an
understanding of the statutory requirements fomhretogy procurement for the State of
Mississippi. Customers and vendors should seakntterstand the basic guidelines and legal
constraints inherent to public procurement in Misgipi.

(Source: Principles and Standards of Ethical Supply Manag&m@onduct with Guidelings
Institute for Supply Management, In¢!, ©2008. Used by permission.)

ITS Procurement Code of Ethics
Section 1: Background and Purpose

1.1  Section 25-4-10Mississippi Codeof 1972, as amended states, “The legislature descla
that elective and public office and employment ualic trust and any effort to realize personal
gain through official conduct, other than as preddy law, or as a natural consequence of the
employment or position, is a violation of that tu3 herefore, public servants shall endeavor to
pursue a course of conduct which will not raisggtisn among the public that they are likely to
be engaged in acts that are in violation of thisttand which will not reflect unfavorably upon
the state and local governments.”

1.2 ITS expects and promotes full compliance with statutory directives iMississippi
Code Sections 25-4-101 through 25-4-119, by all ITSffstaembers, ITS customers, and
members of the vendor community who do busines® WiS. This Code of Ethics and
associatedCode of Conducare provided as a reminder to each of these grobighe high
ethical standards to which they and their actiores leeld by the members of the public; the
legislative, executive, and judicial branches ofs8iésippi government; and the executive
management andoard of ITS This policy is intended to be applied in conjume with and
shall not be considered as superseding any lawsgatations administered and enforced by the
Mississippi Ethics Commission

Section 2: Expectations of ITS Procurement Staff
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2.1 ITS considers public employment to be a publist and expects each ITS employee,
including but not limited to those involved in tipeocurement process, to exhibit the highest
standards of honesty, integrity, impartiality, desy and ethical conduct in all actions and
decisions.

2.2 ITS procurement staff will work professionalbgoperatively, and respectfully with ITS
customers and with prospective and incumbent vendor

2.3 ITS procurement staff will manage procuremdatdy and in a transparent manner,
adhering to all statutes, policies, and rules.

2.4 ITS management will promote and foster thehésy standards of professional
competence and knowledge for all personnel involmdtie procurement process.

2.5 ITS procurement staff will seek to work as @éntly as possible while producing a
quality product that meets the objectives of theteSof Mississippi, minimizing delays and costs
for both vendors and customers.

2.6 ITS procurement staff will work with the custemand, if applicable, the vendor
community, to develop responsible and realistic jguto schedules and then to ensure
commitments are fulfilled in a timely manner to mpeblished procurement schedules.

2.7 ITS procurement staff will protect confidentahd proprietary information throughout
the procurement process.

2.8 ITS procurement staff will not solicit or actegifts, gratuities, loans, offers of
employment, or anything else of monetary value feowendor.

2.9 ITS procurement staff will identify any procarent situation which creates a potential
conflict of interest or appearance of such confimmtthe staff member. ITS management will
take measures to appropriately mitigate the cdnfli€onflict of interestis defined as any
personal interest, directly or indirectly, througbsiness, family, friend, or other associations,
that may influence or may reasonably appear torsthe influence a person’s judgment and
impartiality, in any matter relevant to that persoduties.

Section 3: Expectations of ITS Customers

3.1 ITS expects customers, as public servantsxhdie the highest standards of integrity
and ethical conduct in all aspects of the procurdgrmpeocess.

3.2 ITS expects customer staff to work professignalooperatively, and respectfully with
ITS and with vendors.

3.3 ITS expects customers to be fully open andhéamning with all information related to an
acquisition, including but not limited to customexecutive’s objectives, direction and support;
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budget and funding; business and technical issnésbjectives; vendor contacts; and all other
influences, drivers, expectations, schedules, ahdrgotential influences on the procurement
process or outcome.

3.4 ITS expects customer entities to provide regaesnformation in a complete and
accurate form and in a timely manner.

3.5 ITS expects customers to maintain the confidktyt of information acquired during the
procurement process as appropriate.

3.6 ITS expects customers to accurately repredmit true business requirements and to
work with ITS to ensure specifications are open empetitive.

3.7 ITS expects customers to uphold the publict toysprocuring solutions that meet their
business needs without paying for features thatexkthe procuring entity’s true requirements.

3.8 ITS expects customers to initiate only procugets the customer has a clear intent to
award.

3.9 ITS expects customers to responsibly and pradgt manage vendors and project
contracts to ensure all provisions are upheld amitdtect the interests of the State.

3.10 ITS expects customers to identify any situatiath a potential conflict of interest or
appearance of such conflict related to the procaergmrocess Conflict of interesis defined as
any personal interest, directly or indirectly, thgh business, family, friend, or other
associations, that may influence or may reasonaplyear to others to influence a person’s
judgment and impartiality, in any matter relevanthat person’s duties.

Section 4: Expectations of Prospective and Incumbéivendors

4.1  Vendors are expected to promote the highestatds of ethical behavior in all business
dealings and in every phase and aspect of the pno@nt process.

4.2  Vendors are expected to fully respect the needpublic sector procurement to be
conducted in a structured, consistent, fair, oped, transparent manner.

4.3 Vendor representatives are expected to workfepsmnally, cooperatively, and
respectfully with ITS and ITS’ customers, providimgormation in the form requested and in a
timely manner.

4.4  Vendors are expected to raise valid issuesmearns regarding a procurement vehicle or

process as soon as they become aware of the isdue work with the State’s representatives to
resolve issues in a constructive manner.
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45 Vendors are expected to present complete aodrate information concerning their
experience, products, and capabilities and to mepoly solutions they can successfully deliver
for the cost and within the timeframe proposed.

4.6 Vendors are expected to read, understand, amglg with ITS’ procurement policies
and procedures, as well as all instructions andireaents in the specific procurement vehicle
to which the vendor is responding.

4.7  Vendors are expected to negotiate project aotstrin good faith and to uphold all
commitments made in a project proposal, includiagrot limited to project timeframes, costs,
and staffing, and to ensure projects are resownddupported to a successful outcome.

4.8 Vendors must not attempt to unduly influencg part of the procurement process or
content in a manner that violates generally acceptsiness ethics.

4.9  Vendors must not work in concert with any cotimgevendor when preparing a bid or
proposal.

4.10 Vendors must not distribute marketing or sabdmted information related to an ITS
procurement instrument, contract, project, or awaithout the prior review and written
permission of ITS. Vendors who violate this praws especially if the information distributed
is fraudulent or misleading, are subject to disdjgation or other penalties.

4.11 Vendors must not offer, give or agree to gvagratuity, gift, or anything of monetary
value, including any offer of employment, to anyemeéolved in the procurement process within
one year of the conclusion of the procurement m®céTS will consider any such offer a breach
of process, and the offering vendor will be subjedaisqualification and other penalties.

Section 5: Expectations for the Procurement Process

5.1 Every procurement overseen by ITS will be embeld in accordance with all applicable
statutes and with the policies and procedures 8f IT

5.2 Procurements will be conducted using a competprocess. Exceptions will require
substantial and compelling documentation.

5.3 Specifications developed for technology promests will be open and competitive and
will represent the actual business requiremente@tustomer entity. The process will not favor
or exclude qualified vendors other than by crit¢hat are true requirements of or value to the
State.

5.4  The procurement process will be transparertt) appropriate information shared with
stakeholders in a timely manner.
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5.5  The selection in a procurement process wilbdsed on the best combination of cost and
value to the State and will be determined basedhencriteria defined in the underlying
procurement vehicle.

5.6  All potential vendors will be treated fairly caequitably and will have equal access to
information throughout the procurement process.

5.7  Contractual terms will be clear and fair, takinto account the interests of the vendor
while protecting the substantial interests of thate&S

5.8  The procurement process will offer and encoairggportunities for both successful and
unsuccessful candidate vendors to receive feediatks specific and relevant to the vendor’s
offering and the procurement process, with the aibje of improving future offerings by that
vendor and of incorporating applicable vendor femtthinto the procurement process.

Source: Sections 25-4-101 through 25-4-119

ITS Procurement Code of Conduct
Section 1: ITS Statutory Responsibilities and Charg

1.1 ITS is dedicated to providing the best poss#igrvice to government customers. ITS strives

to balance the following aspects of our role ingowvnent:

« The need to develop strong partnerships with venddro provide IT hardware, software,
and services to government

« The need to deliver quality IT hardware, softwamg services for the lowest possible cost to
the State as a whole

« The requirement to manage open and competitiveupegowent efforts for IT hardware,
software, and services.

1.2 ITS employees conduct themselves in a mamnigstill public confidence in the integrity
of state government employees. It is impossiblartiicipate every example of ethics decisions
that may be presented to ITS employees. It isg¢bBponsibility of the employee to exercise good
judgment and to be sensitive to any possible appear of impropriety when conducting
business with customers and vendors.

1.3 ITS employees are encouraged to err on tleediexcess diligence regarding any business
situation to avoid even the appearance of a vatabif the public trust.
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Section 2: Gifts and Gratuities

2.1 ITS recognizes there is a cost for vendorzréwide IT hardware, software, and services to
government. ITS also recognizes that as the cost ¥endor to do business increases, the cost
for government to do business increases. ITS eyapb strive to lower the cost of doing
business wherever possible.

2.2 Acceptance of anything of tangible value framendor contributes to the vendor’s expenses
and unnecessarily presents an opportunity for neiganetation of the relationship between the
vendor and the employee. Therefore, ITS procuréstaff members do not accept any offer of
a product, service, or favor of tangible value frawendor.

2.3 ITS procurement staff members refuse gifts graduities, including but not limited to,
money, credit, loans, discounts not generally abédl, and entertainment. Some examples of
unacceptable gifts and offerings are listed below:

« Free tickets to the theater, sports events, or @htertainment venues.

« Paid travel costs or accommodations.

« Gift cards or gift certificates.

2.4 ITS procurement staff members do not accefgrofof employment from any awarded
vendor within one year of the conclusion of a precutent process in which that vendor and staff
member mutually participated.

2.5 ITS procurement staff members do not soliaytling from vendors for any reason.

Examples include, but are not limited to:

« Purchases by vendors from side businesses in \iinécstaff member is involved

« Donations by vendors for charitable and/or civier@e or organizations in which the ITS
employee and/or his/her immediate family is involve

« Purchases by vendors from fund raisers in which ¢fgployees and/or their families are
involved

2.6 ITS procurement staff may accept items of mamivalue offered by suppliers to a
substantial number of their customers for publi@trens purposes when there could be no
perception of monetary value, inappropriate infiwesror other ethical breach. Examples might
include a t-shirt, pen, notepad, or other inexpanginket.

2.7 ITS procurement staff members may sometimesefaired to conduct business during
meals or to participate in modest hospitality asoartesy in a business relationship. Staff
members will avoid frequent meals with the samedeerand avoid any situation in which

he/she might be perceived to have been influenseal r@sult of accepting or participating in a
particular vendor’'s hospitality. However, any aaltl vendor contacts with ITS procurement
staff and ITS customer staff must be discontinuadng any active procurement process in
which the vendor is a potential proposer for thstamner’'s project and/or the ITS procurement
staff member is involved in the procurement project

142



2.8 ITS procurement staff may participate in lwacid-learn and similar meetings sponsored by
vendors.

2.9 ITS procurement staff members may participateaffles or drawings held by vendors in
public forums but will not encourage or initiateendor raffle.

Section 3: Confidential Information

3.1 The assigned ITS project manager is respan$dsl ensuring that all ITS and customer
employees involved in the procurement process esethe appropriate confidentiality
agreements in a timely manner and that these agrdgsrare maintained in the project file.

3.2 The assigned ITS project manager is respanditnl protecting and controlling the

distribution of all proprietary or confidential neatals throughout the procurement process,
including physical security of printed documentgcwgity of electronic documents, and

accounting for all copies of the same.

3.3 The assigned ITS project manager is respandin instructing each team member
regarding the need to protect and secure propyiatast confidential information.

3.4 The assigned ITS project manager is respansgdsl ensuring any external requests for
project information are directed to and processgdthe ITS Public Records Officer in
accordance with thE'S Public Records Policy

Section 4: Conflict of Interest

4.1 ITS procurement staff members strive to ctilety and individually maintain an open and
competitive environment for awarding and conductiggvernment business. An ITS
procurement staff member with a perceived or aataaflict of interest in a certain procurement
effort will make a formal declaration of disquaddition and promptly withdraw from further
participation in the procurement.

4.2 ITS procurement staff members avoid engagingersonal business with a vendor who
provides IT hardware, software, or services to govent in Mississippi.

4.3 ITS procurement staff members do not lend moo®r borrow money from any vendor.
4.4 ITS procurement staff members avoid outsidpleyment or other activities that might
create demands incompatible with their procurenasstgnments, cast doubt on their ability to

perform these assignments objectively, or othenatisate a conflict of interest.

4.5 Conflicts of interest for members of the prarnent staff include but are not limited to:
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e The ITS procurement staff member or any membehaif person’s immediate family has a
financial interest pertaining to the procurementl/an an association with any potential
vendors

« A business or organization with which the ITS precaent staff member or any member of
that person’s immediate family is associated haBnancial interest pertaining to the
procurement and/or is a potential vendor

« Any other person, business, or organization witlomvlthe ITS procurement staff member or
any member of that person’s immediate family is ateding or has an arrangement
concerning prospective employment is involved i pnocurement

Source: Sections 25-4-101 through 25-4-119
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Part 2 Chapter 10: Procurement Policies

Rule 210.2: 019-010 ITS Public Records Policy andd®tedures
Public Records Policy

Public Records Procedures

Public Records Request Form

ITS Public Records Policy
1. Statutory Authority and Purpose.
(a) Introduction

The Mississippi Department of Information Technglo§ervices (ITS) is the state agency
created by Section 25-53-1 et sadississippi Codef 1972, to maximize the use and benefit of
information technology by promoting full cooperatjocoordination, cohesive planning, and
maximum compatibility of technology among all stagencies and institutions of higher
learning. ITS' central office is located at 377ds&vood Drive, Jackson, Mississippi 39211.

These public records procedures are promulgatetlT8yin compliance with the Mississippi
Public Records Act of 1988/ississippi CodeéSection 25-61-1, et seq.

“It is the policy of the Legislature that publiccerds must be available for inspection by any
person unless otherwise provided by this act. Heumore, providing access to public records is
a duty of each public body and automation of putdmords must not erode the right of access to
those records.” Section 25-61-1, Miss. Code 02197

“[A]Jll public records are hereby declared to be lulproperty, and any person shall have the
right to inspect, copy or mechanically reproducelmain a reproduction of any public record of
a public body in accordance with reasonable writpemcedures adopted by the public body
concerning the cost, time, place and method ofsac@nd public notice of the procedures shall
be given by the public body.” Section 25-61-5, MiSsde of 1972.

The act defines "public record” to include "all Beprecords, papers, accounts, letters, maps,
photographs, films, cards, tapes, recordings aiodkctions thereof, and any other documentary
materials, regardless of physical form or charasties, having been used, being in use, or
prepared, possessed or retained for use in theucgnttansaction or performance of any
business, transaction, work, duty or function of pablic body, or required to be maintained by
any public body.” Section 25-61-3(b).

The purpose of these rules is to establish theetjnes and procedures ITS will follow in order
to provide full access to public records. Thedesyprovide information to persons wishing to
request access to public records of ITS and estapliocesses for both requestors and ITS staff
that are designed to best assist members of tHe puilobtaining such access.
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The purpose of the act is to provide the publit dotess to information concerning the conduct
of government, mindful of individuals' privacy righand the desirability of the efficient
administration of government. Because the purpbdske act is to allow people to be informed
about governmental decisions (and therefore hegp lgovernment accountable) while at the
same time recognizing certain exemptions, it shawdt be used to obtain records containing
purely personal information that has no bearingh@nconduct of government.

The act and these rules will be interpreted in faebd disclosure. In carrying out its
responsibilities under the act, ITS will be guidey the provisions of the act describing its
purposes and interpretation.

(b) Definitions

(i) "Custom Request" means any public records reqoeshformation other than what is
contained in the list of Standard Documents as iBpécin the ITS Public Records
Request Procedures Attachmémthis document.

(i) "Exempt Record" means a record held by a publig/libdt may contain information that
impacts the rights of others and has been exclérded disclosure under the Mississippi
Public Records Act.

(ii)"Initial Fee" means the evaluation and resbapayment in the amount specified in the
ITS Public Records Request Procedures Attachrteethis document. This fee is due
with the submission of Public Records RequestsCostom Requests and is applied
toward the actual cost of filling the Public RecoRlequest.

(iv)"Standard Document” means any public record ligtetthe ITS Public Records Request
Procedures Attachmend this document and available for immediate =teat either no
cost or a fixed charge.

(v) "Standard Document Fee" means the fixed cost fparticular Standard Document, as
shown in thdTS Public Records Request Procedures Attachneethis document.

(vi)"Working Days" means Monday through Friday butledesState recognized holidays
mandated blississippi CodéAnnotated, Section 3-3-7 (1972), other holidayidied
in holiday proclamations published or distributedtbe Mississippi Secretary of State,
and any other day the offices of state agenciesféicgally closed for business.

2. ITS Public Records Officer and Contact Informatbn

(&) Any person wishing to request access to putglcords of ITS, or seeking assistance in
making such a request should contact the Publiof@dsOfficer of ITS:

Public Records Officer

Mississippi Department of Information Technologr8ces
3771 Eastwood Drive, Jackson, MS 39211

Phone: 601-432-8000

Fax: 601-713-6380

Email: open.records@its.ms.gov
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Information is also available at thES website

(b) The ITS Public Records Officer will oversee goiance with the act but other ITS staff
members may process the request. Therefore, thiesewill refer to the Public Records Officer
"or designee." The Public Records Officer or desegrand ITS will provide the “fullest
assistance" to requestors; ensure that public decaare protected from damage or
disorganization; and prevent the fulfilling of pitbkecords requests from causing excessive
interference with essential functions of ITS. Adferences in this policy to "Public Records
Officer" should be construed as "Public Recordsd®@ffor designee."

3. Availability of public records.

(a) Records available throughITS website Many public records maintained by ITS are
available for access and/or download at no charngethe ITS website Requestors are
encouraged to view the documents available on #iasite prior to submitting a public records
request. Requestors without access to the intenagt request to use a computer at the ITS
offices for this purpose.

(b) Hours for inspection of records. With prior written notice to th€ublic Records Officer
public records are available for inspection andyaap during normal business hours of ITS,
Monday through Friday, 8:00 a.m. to 5:00 p.m., edoig state holidays Records must be
inspected at the offices of ITS with an ITS empkpeesent.

(c) Organization of records. ITS will maintain its records in a reasonably onigad manner.
ITS will take reasonable actions to protect recofiden damage and disorganization. A
requestor shall not take ITS records from ITS e8iovithout the permission of tHeublic
Records Officer

(d) Making a request for public records.

(i) Any person wishing to inspect or copy any pab&cords maintained by ITS, or to request
copies of such information from ITS, should make thquest in writing on thE'S Public
Records Request Forror by letter addressed to the IP8blic Records Officeand include
the following information:

* Name of requestor

* Address of requestor

» Other contact information, including telephone neménd e-mail address

» Identification of the public records adequate foe Public Records Officer to locate
the records

* The date of the request

* A check for the appropriate amount, as specifieth@lTS Public Records Request
Procedures Attachmett this document

(i) If the requestor wishes to have copies of tbeords made instead of simply inspecting
them, he or she should so indicate and make amaggfs to pay for copies of the records at
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the time they are copied. Standard photocopies bl provided at the per page cost
specified in thdTS Public Records Request Procedures Attachmeethis document.

(i) A Public Records Request Forsiavailable for use by requestors at the offit¢he
Public Records Officer Word and pdf versions of this document are h#ddo this policy.
Because an Initial Payment must accompany the sequerbal, telephone, email, and fax
requests cannot be accepted.

(e) Obligations of ITS.

() ITS has a duty to promptly provide access tcmahexempt public records. ITS will
treat all requestors similarly, regardless of theppse of the request or the identity of the
requestor.

(i) Public records used or created by ITS will betained according to retention
schedules approved by thMississippi Department of Archives and HistoryThese
schedules are specific to ITS and to the type amdeats of the public record. The
destruction of ITS public records is governed by istention schedules.

(ii) ITS will not destroy any public record, evéhnit is eligible to be lawfully destroyed
under a retention schedule, if a public recordsiestihas been made for that record. ITS
will retain the record until the Public Records Rest has been resolved.

(iv) ITS will use technology to provide public reds in electronic form where possible.
(v) ITS will conduct an objectively reasonable séafior responsive records.
(vi) ITS is not obligated to create a new recorgddtisfy a public records request.

(H Obligations of Requestor

(i) A requestor must request an identifiable rdcor class of records. An "identifiable

records" is one the ITS staff can reasonably locathe Public Records Act does not
allow the requestor to search through ITS files fecords that cannot be reasonably
identified or described to ITS.

(i) A requestor must be as specific as possiblenaking the request. Requests using
inexact and comprehensive phrases such as "alldeaelating to" a topic, requests
requiring legal research, or requests asking féorimation rather than records will be
clarified or denied by ITS.

4. Processing of Public Records Requests.

(a) Providing access.ITS acknowledges that “providing access to puldwords is a duty” and
that “any person shall have the right to inspeopycor mechanically reproduce or obtain a
reproduction of any public record” in accordancéhwhese policiesMississippi CodeSections
25-61-1 and 25-61-5). THheublic Records Officewill process requests in the order allowing
the most requests to be processed in the mostestfimanner.
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(b) Acknowledging receipt of request. Within seven (7) Working Days of receipt of the
request, th@ublic Records Officewill do one or more of the following:

(i) Make the records available for inspection opyiag.

(ii) If copies are requested and full payment isereed in accordance with the
ITS Public Records Request Procedures Attachrteehis document, send the
copies to the requestor.

(i) Acknowledge the receipt of the request andvle a reasonable estimate of
the time and cost that will be required to makerdeords available; for records
that do not fall under the provisions ofississippi CodeSection 25-61-9
regarding third party notification requirements,SITwill provide a written
explanation if the records cannot be produced withie seven Working Day
period.

(iv) If the request is unclear or does not suffithg identify the requested records,
request clarification from the requestor. Suchifitation may be requested and
provided by telephone, with written follow-up. TReblic Records Officemay
revise the estimate of when records will be avéglab

(v) Deny the request, with documentation to theuestor as to the reason for
denial.

(c) Consequences of failure to respondlIf ITS does not respond in writing within seven (7)
Working Days of receipt of the request for disclesithe requestor should contact feablic
Records Officeto determine the reason for the failure to respond

(d) Protecting rights of others. In the event the requested records contain infoomahat may
affect rights of others and may be exempt fromldgae, thePublic Records Officewill, prior

to providing the records, give notice to such athemose rights may be affected by the
disclosure ("Third Party Notice"). Such noticelviaé given so as to make it possible for those
other persons to contact the requestor and aslohiner to revise the request, or, if necessary,
seek an order from a court to prevent or limit disclosure. The notice to the affected persons
will include a copy of the request. S8ection 7of this policy for additional information on
Third Party Information.

(e) Denial of Request.ITS may deny a Public Records Request for theviolig reasons

() Records exempt from disclosure. Some records are exempt from disclosure, in
whole or in part. If ITS believes that a recorcei®empt from disclosure and should be
withheld, thePublic Records Officewill state the specific exemption and provide iefor
explanation of why the record or a portion of tleeard is being withheld. If only a
portion of a record is exempt from disclosure, it remainder is not exempt, the Public
Records Officer will redact the exempt portionsp\pde the nonexempt portions, and
indicate to the requestor why portions of the rdae being redacted. S®ection 6for
additional information on exemptions.
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(i) Record does not exist or ITS does not have the reach ITS must only provide
access to public records in existence at the timthe request. If a public record is
created or comes into the possession of ITS dfterréquest is received by ITS, that
record will not be provided. The requestor mustkena new request to obtain
subsequently created public records. Sometime® rii@n one public body holds the
same record. When more than one public body hmldscord and a requestor makes a
request to ITS, ITS will provide access to the rdabholds regardless of its availability
from another public body.

(f) Inspection of records.

(i) Consistent with other demands and with prioitten notice by the requestor to the
Public Records OfficerlTS shall promptly provide space to inspect n@memt public
records with an ITS employee present. No membethef public may remove a
document from the viewing area or disassemble ter any document. The requestor
shall indicate which documents he or she wishestéT&py and must provide payment
for copies at the time copies are made.

(i) The requestor must claim or review the asseabkcords within ten (10) Working
Days of ITS' notification to him or her that thecoeds are available for inspection or
copying. ITS will notify the requestor in writingf this requirement and inform the
requestor that he or she should contact ITS to nategements to claim or review the
records. If the requestor or a representativdnefrequestor fails to claim or review the
records within the ten (10) Working Day period oake other arrangements, ITS may
close the request and refile the assembled recdddiser public records requests can be
processed ahead of a subsequent request by the paswn for the same or almost
identical records, which can be processed as aeguest.

(i) Providing copies of records. After inspection is complete, theublic Records
Officer shall make the requested copies or arrange foyimgp The requestor must
provide payment for copies at the time copies aaelan Alternately, the requestor may
ask that ITS provide the requested information afliyeto the requestor, in printed or
electronic form, without prior inspection of thédamnmation by the requestor.

(iv) Providing records in installments. When the request is for a large number of
records, thd?ublic Records Officewill provide access for inspection and/or copying
installments, if he or she reasonably determinasithwould be practical to provide the
records in that way. If, within ten (10) Workingaiss, the requestor fails to inspect the
entire set of records or one or more of the inst@afits or fails to make payment as
required, the Public Records Officer may stop dearcfor the remaining records and
close the request.

(v) Completion of inspection. When the inspection of the requested records iteim
and/or all requested copies are provided to thee=igr, théPublic Records Officewill
indicate that ITS has completed a diligent seaoctttfe requested records and made any
located nonexempt records available for inspection.
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(vi) Closing withdrawn or abandoned request. When the requestor either withdraws
the request or fails to fulfill his or her obligatis to inspect the records or to make
payment as required, tiublic Records Officewill close the request and indicate to the
requestor that ITS has closed the request.

(vii) Later discovered documents. If, after ITS has informed the requestor that i ha
provided all available records, ITS becomes awdradditional responsive documents
existing at the time of the request, it will protyghform the requestor of the additional
documents and provide them on an expedited basis.

5. Processing of public records requests: Electranrecords.

(a) Requesting electronic records.The process for requesting electronic public resasdthe
same as forequesting paper public records

(b) Providing electronic records. When a requestor requests records in an electfonieat,

the Public Records Officewill provide the nonexempt records or portionssath records that
are reasonably locatable in an electronic formatt tis used by ITS and is generally
commercially available, or in a format that is @aebly translatable from the format in which
ITS keeps the record. Costs for providing elecgtrarcords are governed by thES Public
Records Request Procedures Attachnterthis document. ITS will produce records than te
located based on a description provided by theastgu, using standard search features in ITS'
current software.

(c) Customized access to databasesWith the consent of the requestor, ITS may provide
customized access if the record is not reasonabbtéble or not reasonably translatable into the
format requested. ITS may charge the actual costuch customized access.

6. Exemptions.

(&) The Mississippi Public Records Act, as wellofiser statues and court decisions, provides
that a number of types of documents are exempt fpoolic inspection and copying. In
addition, other statutes or rules of law, such asous privacy restrictions, may prohibit
disclosure. Requestors should be aware of theWollg exemptions, outside the Public Records
Act, that restrict the availability of some docurteheld by ITS for inspection and copying.
This list is provided for informational purposedyand may not be all-inclusive:

* Academic records exempt from public access, seeBLH1

» Appraisal records exempt from access, see 8§ 31-1-27

» Archaeological records exempt from public access,§39-7-41

* Attorney work product, examination, exemption, §e&5-1-102

» Birth Defects Registry, see § 41-21-205

» Bureau of vital statistics, access to records 8sé&-57-2

» Charitable organizations, registration informatiexemption from public access, see 8
79-11-527

» Concealed pistols or revolvers, licenses to caegords, exemption, see § 45-9-101

» Confidentiality, ambulatory surgical facilities,es& 41-75-19
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» Defendants likely to flee or physically harm thetass or others, see § 41- 32-7

* Environmental self-evaluation reports, public retsoact, exemption, see § 49-2-71

» Hospital records, Mississippi Public Records Actreption, see 8§ 41-9-68

* Individual tax records in possession of public bodyxemption from public access
requirements, see § 27-3-77

* Insurance and insurance companies, risk basedat#prel requirements, reports, see §
83-5-415

» Judicial records, public access, exemption, sed 88

» Jury records exempt from public records provisices, § 13-5-97

» Licensure application and examination records, gtem from Public Records Act, see
§ 73-52-1

* Medical examiner, records and reports, see 8 46361-

* Personnel files exempt from examination, see §-25a

* Public records and trade secrets, proprietary caeiadleand financial information,
exemption from public access, see § 79-23-1

» Workers' compensation, access to records, see3s6h1-

(b) ITS will describe why each withheld record edacted portion of a record is exempt from
disclosure.

7. Third Party Information

(a) Documents submitted to ITS by commercial esgitin conjunction with the procurement
process and with enterprise technology initiatied®n contain trade secrets or confidential
commercial or financial information subject to tipeotection of the Public Records Act
(Mississippi CodeSection 25-61-9). Upon request to inspect or capy third-party document,
ITS shall notify the person who filed the documéfithird Party”). Ten (10) Working Days
after such notice, the document will be made albaldor public inspection and/or copying
unless the Third Party shall have either (i) olsdira court order protecting such records as
confidential pursuant to Section 25-61-9, Miss. €0l 1972 or (ii) furnished ITS a copy of the
filed petition for a protective order, providingetipetition was filed timely upon Third Party’s
receipt of notification from ITS regarding the regtifor information.

(b) The Third Party must prove to the court's &atison that the record or portion of the record
is exempt from disclosure and must deliver the tcotder preventing the release of all or part of
the information to ITS prior to the deadline toywet disclosure of the information. The Third
Party must name the requestor as a party to amgnactenjoin disclosure.

(c) ITS will not make a determination as to whetaeequested record provided by a Third Party
contains trade secrets or confidential commerciafimancial information. ITS will provide
Third Party Notice as outlined above and allow doairt to determine if a protective order
should be issued.

(d) Documents are frequently produced by ITS thamtain specific information obtained
directly from a Third Party and, as such, may bbkjextt to Third Party Notice as described
above. Examples include, but are not limited tetadled proposal evaluation documentation;
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line-item pricing spreadsheets; and contract eihibontaining proprietary vendor information
and marked "confidential." In no event, howeveil] WS be obligated to provide Third Party
Notice prior to the release of ITS-generated documeontaining summary-level information or
other information as may be required to be maddipuécord as part of the fulfillment of ITS'
statutory mission.

(e) All ITS employees are Confidentiality Officeess defined in Section 25-53-51Mdfssissippi
Code and have been duly sworn in accordance with #tle contained therein. Information and
data owned by another agency or institution andlireg at ITS must not be disclosed by ITS
employees, as mandated in the oath taken as Catfiliy Officers. Requests for such data
must be made to the originating agency or insttuti

8. Costs of providing public records.

(a) Costs for fulfilling a request. Section 25-61-7(1), Miss. Code of 1972, readpart as
follows: “Except as provided in subsection (2)tls section, each public body may establish
and collect fees reasonably calculated to reimbiirk®, and in no case to exceed, the actual
cost of searching, reviewing and/or duplicating ,arfidapplicable, mailing copies of public
records.” ITS is a 100% special fund agency arid by the hour for services provided to
customers. Because time spent fulfilling publicorels requests is time that would otherwise be
spent on customer projects, this time will be iweol at the hourly billing rate of the staff
members performing tasks required to fulfill theguest. Billing rates are established in
compliance with federal cost allocation guidelineBhe current range of billing rates for ITS
staff is shown in théT'S Public Records Request Procedures Attachneetitis document. ITS
commits to providing standard information on th& websiteat no cost to the requestor and to
fulfilling Custom Requests as expeditiously andceghtly as possible. ITS will provide a cost
estimate to the requestor prior to the requestacisrring any charges above those of the initial
research fee discussed below.

(b) Initial Evaluation and Research Fee.ITS charges an initial fee, in the amospecified in

the ITS Public Records Request Procedures Attachneetitis document, for every customized
public records request. This fee covers the cbsbordinating with the applicable project team
to ascertain documents that are available withenstope of the request; reviewing the requested
records; determining based on the content of tbherds whetheihird Party Notificationmust

be provided; providing required notifications; amelveloping a cost estimate and timetable for
fulfilling the request. A Custom Public RecordsgRest cannot be processed until this initial fee
is received. The initial fee is non-refundable.

(c) Charges for staff services.The actual cost adearching for and reviewing the information,
providing Third Party Noticeif required, copying or scanning, redacting exenmbbrmation
from public records, and other services requiredutfill the Custom Request, shall be based
upon the applicable hourly rate, as described @ &bove, which shall be multiplied by the
actual time to complete the tasks. If a requestiires legal analysis and advice to determine
possible exemptions, ITS will include the actuaktcof the attorney's time in the cost of
fulfilling the request.
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(d) Costs for paper copies. A requestor may obtain standard black and whikgtgropies for
the amount specified in théTS Public Records Request Procedures Attachntenthis
document. Before copies can be made and/or provméhe requestor, the requestor must pre-
pay all reasonably estimated costs of copyinghalrecords selected by the requestor. ITS will
not charge sales tax when it makes copies of puobtiords.

(e) Costs for electronic records. The cost of electronic copies of records and/onsed copies

of nonelectronic records shall be the amount specids the media cost for a CD in tHé&
Public Records Request Procedures Attachnerthis document. The cost of the scanning
process will be calculated at the hourly service.raThere will be no charge for e-mailing
electronic records to a requestor, unless anotisrapplies, such as research and scanning fees.

() Costs of mailing. ITS will charge actual costs of mailing, includitige cost of the shipping
container.

(g) Payment. Payment may be in the form of a certified checknayoorder, or corporate check
made payable to ITS for the amount specified. &khar personal checks can be accepted.

9. Review of denials of public records.

(a) Petition for internal administrative review of denial of access.Any person who objects to
the initial denial or partial denial of a recor@gjuest may petition in writing (including e-mail)
to thePublic Records Officefor a review of that decision. The petition mustiude a copy of
or reasonably identify the written statement by Bublic Records Officer or designee denying
the request.

(b) Consideration of petition for review. The Public Records Officemust promptly provide
the petition and any other relevant informatiorite ITS Executive Director. That person will
immediately consider the petition and either affonreverse the denial within two (2) Working
Days following ITS' receipt of the petition, or Wih such other time as ITS and the requestor
mutually agree to.

(c) Review by the Ethics Commission.Pursuant to Section 25-61-13, if ITS denies a rsique
access to public records, the requestor may askttiies Commission to review the matter. The
Ethics Commission has adopted rules on such reqjuestThey may be found at
http://www.ethics.state.ms.us/ethics/ethics.nsf

(d) Judicial review. Any person whose request for public records wasedemay institute a
suit in the Chancery Court of Hinds County, seekimgeverse the denial, as set forth in Section
25-61-13.
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Attachment: ITS Public Records Request Procedures

NOTE: Refer to ITS Public Records Poli€yabove for the rules and guidelines under which
these procedures were developed and are administere

STEP 1: Requestor submits a written request for thenformation and includes payment:

a. Use theTS Public Records Request Fofattached below] or your own format.

b. Include the information requested on the ITS PuBlecords Request form: Name of
requestor; address of requestor; other contactrrgton, including telephone number
and e-mail address; identification of the publicamls adequate for thieublic Records
Officer to locate the records; and date of the request;

c. Address the request to: ITS Public Records Offiddississippi Department of
Information Technology Services, 3771 Eastwood &ridackson, MS 39211.

d. For documents listed on the attached Schedule e$ leeder "Standard Documents,”
each request must be accompanied by payment iantloeint specified on the payment
schedule.

e. For any Custom Request (i.e. any request for inftion not included in the list of
Standard Documents), the request must be accongplayigayment in the amount of $65
to cover the first hour of staff time involved inaduation and research of the request.
This payment is non-refundable and is applied tdwhe total actual cost of filling the
Public Records Request.

f. Payment must be in the form of a certified checinay order, or corporate check made
payable to ITS for the amount specified. No caspersonal checks can be accepted.

g. Note that, because payment must be submitted Wwéhréquest, no verbal, telephone,
email, or fax requests can be accepted for eitla@dard documents or custom requests.

h. Requests not accompanied by payment in the amewgifed for Standard Documents
or in the amount of $65 for Custom Requests willchised within ten (10) Working
Days of the date of notification to the requesiigpayment is not received.

i. Frequently requested information, including currErpress Products Listgurrent and
recentRFPs procurement status and award information, thed®ement Handbook, and
vendor information ormow to do business with the Staie available free of charge on
the ITS website Refer to VYendor Informatiof within the “PROCUREMENT” tab.
Requestors are urged to review the website pri@utomitting a request. For assistance
in locating information on the website, call th@&irrement Help Desk, (601) 432-8166.

STEP 2: ITS evaluates and researches the request.

a. The ITS Public Records Officedetermines whether the request is for a Standard
Document or is a Custom Request. For Standardewts, skip to Step 3.

b. For Custom Requests, the ITS Public Records Offwatuates the request; coordinates
with the ITS project manager for the applicablejgebto ensure all relevant information
is reviewed; researches the project file and odwrces to see what information is
available and in what format the information isreth and estimates the effort that will
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be required to reproduce the information. Thigaesh may require the retrieval of files
that have been archived or the search of electrecirds.

The ITSPublic Records Officeprepares a schedule and estimated cost for thkcPub
Records Request, based upon the volume of infoomatine format in which the
information is stored, and wheth&hird Party informationhas been requested. The
Initial Payment covers the first hour of ITS stiffie involved in researching the request,
retrieving files, preparing the estimate, and paowg Third Party Notice. The Initial
Payment is non-refundable if the requestor deamgdo proceed with the request after
receiving the schedule and estimated cost.

STEP 3: ITS provides Requested Documents or Feeddato Requestor

a.

For a request foStandard Documentsaccompanied by the appropriate payment, ITS
will provide the requeste8tandard Documentwithin seven (7) Working Days of ITS’
receipt of the request.

For aCustom Requestnot accompanied by the appropriate initial paynsndescribed
above, ITS will notify the requestor and requestpant before proceeding.

Fora Custom Requesthat does NOT requiréhird Party notice

» If the request is accompanied by the appropriat@&alimpayment and the initial
payment covers the full cost of producing the rdspiTS will furnish the records
to the requestor within seven (7) Working Daysexfeipt of the request. If ITS
cannot produce the records within seven (7) Workdags of ITS’ receipt of the
request, ITS will provide a written explanation tbe delay.

» If the initial payment does not cover the cost odducing the records, ITS will
furnish the requestor an acknowledgement of readighe request, with the cost
and schedule for providing the requested infornmatioVhen payment in the
amount of the remaining balance is received froenrdguestor, ITS will provide
the requested information according to the schepideided. ITS will provide a
written explanation if the records cannot be preduwithin seven (7) Working
Days of receipt of payment.

For aCustom Requestrequiring Third Party notification ITS will furnish the requestor
an acknowledgement of receipt of the request arapg of the Third Party Notice (under
separate cover). The cost and schedule for proyitte information will be provided to
the requestor once the deadline has passed fdmihe Party to obtain a court order and
ITS knows what portion of the material can be redeh See additional information in
Step 4 below.

ITS staff will make a good faith effort to providee requested information within seven
(7) Working Days of receipt of a request. Notewhwer, that ifThird Party Information
is requested, ITS is required to notify the Thirdrtl and to provide this party the
opportunity to protect any confidential informatiofiTS cannot accept payment for the
balance of the request until the deadline for olgi a court order to block release of
Third Party Information has passed. (See discassid hird Party Informatioim Step 4
below).
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STEP 4: ITS providesThird Party Noticeas needed.

a. All information and documents produced or receibgdTS, including those associated
with competitive procurements, may be requestedryybusiness or individual under the
ITS Public Records Policyin accordance with these Public Records Procedures
Proposals and information extracted directly fromoposals during the evaluation
process, as well as certain other documents preégaresendors and submitted to ITS,
will be considered Third Party information and wibht be released until notice has been
given to the party submitting the information, @scribed below.

b. When ITS receives a request to release informgtravided by a Third Party, which
may contain trade secrets or confidential commearifinancial information, the owner
of this information is notified of the name and eek$ of the party requesting the
information and provided a copy of the request.

c. The owner of the information ("Third Party") is givten (10) Working Days to obtain a
court order protecting the information, or portiarighe information, as confidential.

d. If the owner of the information seeks a court ordlee party seeking the court order must
name the requestor as a party to any action taredjsclosure.

e. If a court order is delivered to ITS by the deagllprotecting all requested information,
ITS will notify the requestor that the informati@protected and cannot be furnished. If
the Third Party is unable to obtain a final pratectorder by the deadline, ITS will
accept a copy of the filed petition for a proteetigrder in lieu of the final order,
providing the petition was filed timely upon ThiRhrty’s receipt of notification from
ITS regarding the request for information and pdowy the final order is furnished to
ITS as soon as the court acts on the request.

f. If no court order is received by the deadline,fguartions of the requested information
are excluded from the court order, ITS will send tequestor an invoice with the cost
and schedule for providing any unprotected inforomat ITS will release the unprotected
information to the requestor as soon as paymenbéeas received from the requestor.

STEP 5: Requestor submits payment of remaining bafece for Custom Requests.

a. For a Custom Request, ITS will have provided thguestor, as outlined in Steps 2
through 4 above, cost and schedule informatiorpfoducing and delivering the records
requested. Such costs include, but are not lintiiedtaff time to evaluate and research
the request, retrieve any relevant files, orgatieeinformation, notify any Third Parties,
and produce the information in final form for deliy. The Initial Fee is deducted from
the total estimated cost for a net balance duanyf

b. Requestor remits payment for the remaining balariceny. Payment must be in the
form of a certified check, money order, or corperaheck made payable to ITS for the
amount specified. No cash or personal checks eatbepted.

STEP 6: ITS provides the information for Custom Reaiests to the requestor.

a. ITS sends the requested information via U.S. mailess the requestor has specified
another form of delivery.
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b. ITS provides the requested information in pdf forma CD-ROM, unless another format
has been specified by the requestor.
c. Once the information has been provided, ITS cltisesequest.

SUGGESTIONS FOR MINIMIZING COSTS FOR PUBLIC RECORDS REQUESTS:

1. Make the request as specific as possible. Thedefsed and/or more inclusive the
scope of the Public Records Request, the more dextsnand files have to be searched
and evaluated by the ITS staff. For example, waydin requests asking for "all records,
papers, documents, messages, correspondence, ptteselated to this or similar
projects” is extremely open-ended and require$ tanterpret what time-frame, sources
of information, and project files are reasonableesearch and evaluate. The wider the
"net," the greater the effort required, and, tlkis,greater the cost to the requestor.

2. Provide information and payment timely. Sometirttes requestor will submit a Public
Records Request and then not respond with paymeimgdthe required time frame once
the schedule and estimate are provided. If theastgr later decides to proceed with the
request, ITS staff must again locate the infornmatind develop a new schedule and cost
estimate. The requestor must submit a new reguisthe $65 initial payment.

3. Request information as soon as possible after FE&tes or receives the information.
Project files are archived off-site after a readbméime period. Requests for information
on projects for which a contract has been signedsdweral months are typically more
expensive to respond to than requests for infoonadn projects that have been recently
awarded.
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Schedule of Fees

Standard Documents:

mailing label format: Includes IT directors
agency heads, and purchasing agents of
agencies, universities, and community
colleges

Vendor information packet No Charge
Paper copy of akxpress Products List $25

(EPL)

EPL Marketing Report $25

Paper copy of ITS master mailing list in No Charge

state

Printed Copy of RFPs

$25, plus actual cost of rdpecing any
oversized diagrams or other special
attachments

Copy of RFPs on CD in Microsoft Word
2000 format

$25 for Word document; any oversized
diagrams or other special attachments wil
be reproduced on paper or electronically
actual cost

t

Paper copy of a project contract, excludin
confidential exhibits (executed after
November 2007)

$25

Paper copy of Procurement Handbook

$50

Custom Requests and Variable Costs:

Evaluation & research payment ("Initial
Fee"): Due with the submission of Public
Records Requests for Custom Requests
is applied towardhe actual cost of filling th
Public Records Request

$65

and

Fees for fulfilling Custom Requests, base
on the expense categories below:

Quoted individually upon receipt of writter
request and $65 evaluation and research
payment (above).

In-house standard black & white
photocopies

$0.15 per page (paper/copier fee)

CD (with .doc, .xlIs, or .pdf files of
requested information)

$5.00 per CD (media fee)

Postage, UPS, Federal Express

Actual cost

Staff time

Actual staff time required to providé a
services to fulfill the Public Records
Request, including but not limited to
researching; providing notifications; and
compiling, copying, scanning, and
delivering requested information, at staff
members’ hourly rates ($65 - $80 per hou

—

Computer processing

Actual Cost

Temporary agency personnél

Actual Cost
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Reproduction cost by outside print Actual Cost
facility®
YITS may request that payments for outside servigesnade by the requestor directly to the
company providing the services.
?ITS reserves the right to use temporary persommelsarvices, the cost of which will be passed
on to the requestor, if sufficient in-house persarare not available to respond to the request in
a timely manner.

PUBLIC RECORDS REQUEST FORM:

You may download a Word version of this form frane iTS website by clicking the following
link, Public Records Request Form.pdf

A blank form is shown on the following page.
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PUBLIC EECORD S EEQUEST FORIM k
Mississippt Department of Information Technology Services }
ATTH: Public Records Officer J
3771 Eastwood Dinve y:
Jackson, MS 39211 &
{6013 432-8000 Telephone — (601) 713-6380 Fax |

Information available on our

website for no charge: Hatne:
¥ EFFz (VJDrd &pdf:l Compa_nyj
¥ RFFregisterof
proposals — Address:
¥ RFF scoring critefia
¥ Contract award . . )
N City/State/Zip Code:
¥" ITS Board agendas and
il = Telephone Number:
If you need assistance inlocating Fax Mumber:
these documents on our website
please call owr Procurement Bl Al draee:

Helpdesk at (60194322166

Custom requests must be made in wnting and accompanied by
afee of $65 to cover the first hour of staff time involved in the
research of the request Eefer to the ITS Procurement Handboolk

Custom Public Record Requests
avalable for a fee:

» Copyof RFFP for further details and a fee schedule (012-010 TT'S Public
response(s)® Records Procedures). Tou may use this form or submut aletter
¥ Copy of contracts detatling your request.
fexeluding confidentisl
exhihits)

Documents Eequested: (Please be as specific as possible in

> EPL Marketing Reports describing the documents being requested)

* Copy ofadvertized RFPz
ot CDin Word format
*Requires 7 Party Notification

Whenever possible ITS wall
supply the requested documents
in electronte format. You may

request paper copies for an
additional fee.

Ifyvou have any questions, please
contact Jeanette Crawford at
{601)432-8179, or emal

proj ecta@its me. gov

Source: 25-61-1, et seq
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Part 2 Chapter 10: Procurement Policies

Rule 210.3: 019-020 ITS Protest Policy and Procedes

A.
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Purpose of Policy - The policies and procedures set forth herein asdes by the
Department of Information Technology Services (lmexker referred to as "ITS"), establish
the guidelines relating to the filing, hearing, idean and appeal of protests by any actual or
prospective participant in the procurement proaelss is aggrieved in connection with the
solicitation or award of a contract.

Definitions - When used in reference to this policy:
"Attorney General" means the individual assignedthsy Attorney General of the State of
Mississippi to provide legal assistance to ITS.
"Award of Contract" means
a) approval of the lowest and best proposal by theBEX&cutive Director via
i) written notification to proposers on ITS letterhead
i) the execution of &P-1for the project, whichever of (i) or (ii) occurnsst, OR
b) thelTS Board's approvalf same during an open session of the Board.
c) ITS statutespecifies whether (a) or (b) is applicable foraeqg project, depending on the
total lifecycle costof the contract.
"Customer" means the procuring state agency, uniit, or governmental entity.
"Disclosure of Information” means the inadvertentmentional divulgement of information
in a vendor's proposal that is clearly marked "menftial” to any individual or group outside
the proposal evaluation team, comprised of ITS @agtomer staff who participate directly
or indirectly in the assessment and scoring optioposals.
"General RFPmeans a Request for Proposal issued by ITS tasbd in satisfying routine
recurring requests for acquisitions of informattenhnology hardware, software, or services.
Each proposal received in response to a General iRBBbject to technical and financial
evaluation on a project by project basis, and asvandy be made multiple times from each
proposal. For procurements using a General RFP mitltiple configuration alternatives, a
Letter of Configuration is sent to suppliers withlid proposals to obtain the best system
configuration and pricing.
"Interested Party" means any party who has docusdentwriting to the Executive Director
of ITS that he/she has a sufficient personal isterethe subject matter of the protest. If the
contract has been awarded, as defined hereinywtaedad vendor automatically becomes an
Interested Party without having to provide thistten documentation.

. "ITS Board means the membership of the ITS Board as spddifi&section 25-53-7 of the

Mississippi Codef 1972.

"Letter of Configuratiohor “LOC” means a request to suppliers to provédeost proposal
for a specific configuration of equipment, softwaaed/or services required by a Customer
for a particular project. A Letter of Configuratias sent to all suppliers who have a current
valid proposal for the relevant General RFP and twénee proposed products and/or services
that most closely match the requirements for tleei$is project.

"Official Release of the RFP" means the date thé RFas posted on thE'S website
"www.its.ms.gov,"or the date the most recent dleation to the RFP was posted on the ITS
website, whichever date is later.
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10."Post-Procurement Reviéuneans a business meeting conducted by ITS dt#fiearequest
of any participant in the procurement process tcharge information on the procurement
process and on the evaluation and scoring of tlopgsal submitted by the participant
requesting the review.

11."Proposal Solicitation” means the process of adieg/requesting and receiving vendors'
proposals submitted in response td&fP or Letter of Configuration

12."Protestor" means any actual or prospective padrdi in the procurement process who is
aggrieved in connection with the technology promest and who files a protest.

13."Request for Proposalor "RFP" means a formal invitation from the Statalvertised
according toState Statuteasking suppliers to submit an offer as a solutm@a problem or
need that the State has identified.

14."State" means ITS and/or the procuring state agensfitution, or governmental entity.

15."Working Days" means Monday through Friday but agels State-recognized holidays
mandated bwlississippi CodeAnnotated, Section 3-3-7 (1972), other holidayenidied in
holiday proclamations published or distributed by Mississippi Secretary of State, and any
other day the offices of the state agencies areialffy closed for business.

C. Roles and Responsibilities During Protest
1. Role of ITS
a. ITS' enabling legislation requires that ITS ensutet information technology
procurements for state government agencies anduiias follow all applicablestate
statutes Therefore, ITS will provide as much guidanceaiprotest situation as wanted
and needed by the Customer. ITS has the respbitysilor all decisions related to
procurement process and procedures, while all basindecisions related to the
procurement are the sole responsibility of the Qustr.
b. The specific responsibilities of ITS during the test are listed below:

i) All correspondence related to the protest will kedled or delivered by ITS under the
signature of either the ITS Executive Director log thairperson of thE'S Board
whichever is appropriate. ITS will work with theu§tomer on the content of any
correspondence. ITS is responsible for ensuriagdh parties to the protest receive
copies of any correspondence.

i) ITS will maintain the official protest file, inclulg copies of all documents related to
the protest.

i) ITS will work with all parties to schedule any pest conferences or meetings,
including distributing official notification of akuch conferences or meetings.

iv) ITS will hire independent legal counsel at ITS' empe if ITS deems such
independent counsel necessary and advisable wrea grotest situation.

v) ITS will administer, research, and respond to anlylip records requests received in
conjunction with a protest, working with the Custimto locate and organize
pertinent information. The individual or companwkmg the public records request
is responsible for any costs incurred in fillingetihequest. Se819-010 Public
Records Policy and Proceduffes additional information.

vi) ITS will provide the official record of any conferee related to the protest. This
record may be either an audio tape, with or wititoartscription, or a court reporter's
record, at the discretion of ITS. ITS will pay aeypense incurred to produce this
official record in the format selected by ITS.
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vii) Any time required from the ITS Executive Directother ITS Directors, and/or ITS
legal counsel in conjunction with a protest will Ipeovided at no cost to the
Customer. The participation of other ITS staff nbens in the protest, including the
Technology Consultant(s) serving as project managérbe billed to the Customer
at the staff member's hourly billing rate.

Role of the Customer

a. The Customer will work with ITS to research and amge any project information
required for the protest or any associated pubklords request(s).

b. The Customer can hire independent legal counsehatCustomer's expense if the
Customer deems such independent counsel necesshrgdaisable in a given protest
situation.

c. The Customer is responsible for all costs inculrgdhe State during the protest other
than the ITS internal costs outlined in Item C.\&ho

d. The Customer is responsible for all business dmtssassociated with the protest and
with the underlying procurement.

Role of the Protestor

a. The Protestor is responsible for responding proynfal any requests for information
made by ITS related to the protest.

b. The Protestor is responsible for filing all apphtabonds.

c. The Protestor is responsible for working with IT&schedule any conferences and/or
meetings related to the protest in a timely manner.

d. The Protestor is responsible for adhering to tiredales identified in this policy.

e. If the Protestor needs or requires any recordmbéest-related conference other than the
official record produced at ITS' expense, the Rtoteis responsible for producing that
record at the Protestor's expense.

Role of the Interested Party

a. The Interested Party is responsible for respondangmptly to any requests for
information made by ITS related to the protest.

b. If the Interested Party needs or requires any teobra protest-related conference other
than the official record produced at ITS' experbe, Interested Party is responsible for
producing that record at the Interested Party'eese.

Right to Protest - Any actual or prospective participant in the pr@ment process who is
aggrieved in connection with the solicitation or & of a Contract and has posted the
applicable protest bond as defined in Item E. belamd who has, if the protest is of an
Award of Contract, participated in Rost-Procurement Reviewith ITS staff, may file a
protest.

Protest Bond

As a condition precedent to filing a protest, thet€stor must provide a Protest Bond as
herein described. The Protestor shall procuranguto the State with its written protest, and
maintain in effect at all times during the courdethos protest or appeal thereof, a Protest
Bond in the amount specified in the underlyiR§P or Letter of Configurationor in the
default amount specified by th€S Boardwhen no such amount is specified in the RFP or
Letter of Configuration. The default bond amoustiablished by the ITS Board is $250,000
or the estimated total project cost, whicheveess| The estimated total project cost shall be
determined by the state.
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The bond shall be accompanied by a duly autheesticat certified document evidencing that
the person executing the bond is a licensed Miggisagent for the bonding company. This
certified document shall identify the name and adsrof the person or entity holding the
Protest Bond, and shall identify a contact persmrbé notified in the event the state is
required to take action against the bond. TheeBtoBond shall not be released to the
Protestor until the protest is finally resolved ahe time for appealing said protest has
expired or until the protest is finally resolveddatine Protestor furnishes ITS with written
notification that no appeal will be pursued.

The Protest Bond shall be procured at the Protest@pense and be payable to the State of
Mississippi. Prior to approval of the Protest Bptite State reserves the right to review the
bond and require the Protestor to substitute aepaable bond in such form as the State may
reasonably require. The premiums on such bond lsbglaid by the Protestor.

The bond shall bind the surety to all of the teand conditions of this protest policy. The
State may claim against the Protest Bond as spdcifin Section 25-53-5 (n) of the
Mississippi CodeAnnotated, as amended, in addition to all othghts and remedies the
State may have at law or in equity.

Subject of Protest
Protestors may file a protest during the followipgases or events of the procurement
process. Grounds for protest of each milestondirareed to specific criteria. Each written
protest should specifically identify which of thellbwing grounds is the reason for the
protest. Only protests at the following milestoaesl citing the following grounds shall be
considered:
a. Milestone: Specification preparation
Specifications were unduly restrictive and failegptomote fair and open competition
b. Milestone: Proposal Solicitation
State failed to follow procedures established i RFP or Letter of Configuration, ITS
procurement policy and procedures, or ITS govertamng
c. Milestone: Disclosure of Information marked as cdatial in the proposal
State failed to follow procedures established m RFP or Letter of Configuration, ITS
procurement policy and procedures, or ITS goveriang
d. Milestone: Award of Contract
i) Errors were made in computing scores upon whichveard was based
i) Bias, discrimination, or conflict of interest exasin the part of an evaluator
iii) State failed to follow procedures established & RFP or Letter of Configuration,
ITS procurement policy and procedures, or ITS gowverlaw
e. Milestone: Execution of the contract
Scope and intent of the project as specified irettecuted contract differ materially from
the scope and intent of the RFP or Letter of Camfgon
Disallowed Issues: Protests not based on the atriteeia shall not be considered. Protests
not based on procedural matters will not be comsttle Protests will be rejected as without
merit if they attack such issues as:
a. An evaluator's professional judgment on the qualitg response
b. The Customer's assessment of their agency's ovds me@equirements

. Authority to Resolve Protests -The Executive Director of ITS or his/her desigrsball

have the authority to settle and resolve a protest.
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. Filing of Protest

Time for Filing: Protests shall be made in writingd submitted in an envelope labeled
"Protest” to the Executive Director of ITS by parabdelivery or by certified United States
Mail, postage prepaid, return receipt requestedyyoovernight courier with signed receipt,
according to the schedule outlined below:

a) Specification preparation:

i) Within five (5) Working Days after the date of t@éficial Release of the RFP; or
i) Within two (2) Working Days before the Letter of i@iguration response is due

b) Proposal Solicitation: within five (5) Working Dsaafter the Protestor knows or should
have known of the failure to follow procedure, bnotno event later than ten (10)
Working Days after the Award of Contract.

c) Disclosure of Information: within five (5) WorkinBays after the Protestor knows or
should have known of the Disclosure of Informatibat in no event later than five (5)
Working Days after the execution of the contract.

d) Award of Contract: within five (5) Working Days aftthe Award of Contract or within
five (5) Working Days after thBost-Procurement Reviewhichever occurs last, but in
no event later than ten (10) Working Days afterAlerd of Contract.

e) Execution of contract: within five (5) Working Days the execution of the contract by
the last signatory.

f) If a protest is not filed within the time limits tséorth herein, it will be considered
waived. A protest is deemed filed when it is reediby the Executive Director of ITS
and contains the items detailed in Section | beloeluding but not limited to a Protest
Bond in the correct amount, as described in Se&iabove.

Limitations on Time for Filing: No protest will bentertained if filed more than five (5)

Working Days after the execution of the contracttmylast signatory.

Content of Protest -The written protest shall contain the following:

The name, mailing address, telephone number, anaui@mber of the Protestor

Appropriate identification of the procurement onttact protested

A statement, in sufficient detail, of the facts npwhich the protest is based, including the

effective date of any alleged grievable action, sy such action is believed to be in error

and any actions taken prior to the protest in gangtt to resolve the grievance

Supporting exhibits, evidence, or documents to tsuibigte any claims. If such exhibits,

evidence, or documents are not available withinfiting time, Protestor should provide the

expected date the information will be availablex nlo case will delay in the delivery of
supporting documents be justification for extendimg time for filing the protest

A statement of the relief requested

The Protest Bond and accompanying certificatiordessribed in Section E above

a. A protest that is incomplete, or not submitted wthhe prescribed time limits as
described in Section H above, will be summarilyrdssed.

b. All correspondence related to a protest should thédremsed to the ITS Executive
Director. The outside of the envelope should kEanty marked "Protest” and should
contain the name and RFP number or Letter of Cardigpn subject for the procurement
that is the object of the protest.

Notification - Upon receipt of a written protest, the Executiveebior of ITS shall submit a
copy of the protest to the Attorney General, to Gestomer involved in the procurement
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under protest, and to all other Interested Partidse same parties will also receive copies of
any other written documents generated during thetept proceedings without the
requirement of a public records request being stibchi

Stay of Procurements -In the event of a timely protest, the State shatl proceed further
with the proposal solicitation or Award of the Cauat until the resolution of the protest,
unless the Executive Director of ITS, after corifegmwith the director of the procuring state
agency, institution, or governmental entity, makewritten determination that in order to
protect the substantial interests of the States, tecessary to go forward with the proposal
solicitation or Award of the Contract.

Additional Information -- Time for Filing - Any additional information requested from the
Protestor or Interested Parties by the Executiveddor of ITS should be submitted within
the reasonable time period established by the HExecWirector in order to expedite

consideration of the protest. Failure of any paotgomply expeditiously with a request for
information by the Executive Director of ITS magué in the protest being resolved without
the additional information being considered.

. Initial Review of Protest

When a protest is filed, the Executive DirectodD$ shall perform a review of the protest.
The review shall be based on the written proteder@ submitted by the Protestor and all
other facts known to the Executive Director. Thes&utive Director shall determine as a
result of the initial review if sufficient informan has been submitted to render a decision.
The Executive Director may either render a decisibthat time based on the information in
his/her possession or schedule a protest confeemnspecified in Section N below.

ITS may refuse to hear or consider, or may ceas®ngider, a protest on the grounds that
the protest is trivial, frivolous, vexatious, ortmoade in good faith.

. Scheduling of Protest Conference When the Executive Director of ITS determines that

protest conference is required to acquire suffici@formation to render a decision, the

Executive Director shall, mutually with the Protgstschedule a date, time, and place for the
protest conference and send a notice of same toPth&estor, the Customer, and any
Interested Party.

. Rescheduling of Protest Conference €ontinuances requested by any party to the protest

shall be granted within the discretion of the Exe®uDirector of ITS only for good cause
shown.

Failure to Appear at Protest Conference- If a Protestor, without good cause, fails to
appear at the protest conference, such failurebeilleemed a withdrawal of the protest and
the Executive Director shall dismiss the protestl &ouch dismissal shall be final and
conclusive.

. Conduct of Protest Conference

The protest conference is a business meeting dwvhiigh time the issues relevant to the
specific procurement being protested are present€8. expects the issues to be presented
from a business perspective by the protesting wehdaccount representative directly
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overseeing this project. ITS will not allow theopst conference to evolve into an
adversarial proceeding.

So as to encourage the amicable resolution of @girdhe protest conference is informal and
no witnesses are examined. However, if there yo@@ that a party believes could provide
pertinent input, the party may have that persosgneto be interviewed, at the discretion of
the ITS Executive Director, at the conclusion of tonference and before a decision is
made.

The Protestor has the burden of proving that théegt merits the relief requested.

The Executive Director of ITS shall have the autiyoto maintain the decorum of the
conference and shall take reasonable steps to @hen necessary, including clearing the
conference room of any person who is disruptive.

Decision of ITS Executive Director
The Executive Director of ITS shall, within a renable time, prepare a written decision.
The final determination shall either:
a. Find the protest lacking in merit and uphold that&s action
b. Find only technical or harmless errors in the Stadequisition process, determine the
State to be in substantial compliance, and refexptotest
c. Find merit in the protest and provide options whichy include:
i.) Correct errors and re-evaluate all proposals
ii.) Reissue the RFP or Letter of Configuration
iii.) Make other findings and determine other coursescbdn as appropriate
d. Find that it is in the best interest of the &tab reissue the RFP or Letter of
Configuration, with no determination of fault orar.
A copy of such decision shall be sent by persoelVery or sent by electronic means to the
Protestor; any Interested Party, and the executiad of the procuring state agency,
institution, or governmental entity, provided tlaaprinted copy of the decision is sent to the
Protestor by courier or other delivery option wilgned receipt. The decision of the
Executive Director of ITS shall be final and corstlee unless fraudulent or unless a timely
request for a review by tH&S Boardis filed.

Effect of Judicial Proceedings 4TS shall refuse to decide a protest if an actioncerning
the protest has been filed in court.

Review by the ITS Board

Right to Review - Any Protestor, Interested Pandy, Customer aggrieved by the final

decision of the Executive Director of ITS, may fdewritten request for review by théS

Board

Time for Filing

a. Requests for review by the ITS Board shall be fileth the Board with copies of same
being sent to the Executive Director of ITS, thestdmer, and any Interested Party, by
personal delivery or by certified United States IM@ostage prepaid, return receipt
requested, or by overnight courier with signed iggceavithin three (3) Working Days
after receipt of the decision by the Executive Bioe of ITS.

b. If a request for review by the ITS Board is nogdilwithin the specified time limit, it will
be considered waived and the decision of the Exexlirector of ITS shall be final and
conclusive.
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. Content of Review Request - The written requestdarew by theTS Boardshall contain,

at minimum, the following:

a. the name and mailing address of the person filneg€quest for review;

b. a copy of the written protest originally filed;

c. copies of all documents which have been producesi fédr in the protest proceeding;

d. copy of the decision of the Executive Director Bl

e. a statement, in sufficient detail, of the factseelupon to substantiate a claim that the
decision of the Executive Director of ITS is inatr

f. a statement of the relief requested; and

g. the Protest Bond and accompanying certificatiomessribed in Section E above.

Initial Review byITS Board- When a Request for Review is filed, the ITS Bbahall

perform an objective review of the request. Thaewe shall be based on the written material

submitted by the Protestor and all other facts kmtmwthe Board. The Board shall determine

as a result of the initial review if sufficient orimation has been submitted to render a

decision. The Board may either render a decisiaged upon the information in its

possession or schedule a review conference adispdnglow.

. Scheduling of Review Conference

a. When thelTS Board determines that a conference is required to aegsirfficient
information to render a decision, the ITS Boardllsinautually with the Protestor
schedule a date, time, and place for the revievietence and send a notice of same to
the Protestor, the Customer, and any Interestag.Par

b. Continuances requested by any party to the pretedt be granted within the discretion
of the ITS Board only for good cause shown.

c. If a Protestor, without good cause, fails to apgahe review conference, such failure
will be deemed a withdrawal of the protest and lff® Board shall dismiss the protest
and such dismissal shall be final and conclusive.

. Conduct of Review Conference

a. The review conference is a business meeting duvimigh time the issues relevant to the
specific procurement being protested are presentédS expects the issues to be
presented from a business perspective by the piraiegendor’'s account representative
directly overseeing this project. ITS will not@il the review conference to evolve into
an adversarial proceeding.

b. So as to encourage the amicable resolution of @girdhe review conference is informal
and no witnesses are examined. However, if theeeyone that a party believes could
provide pertinent input, the party may have thaspe present to be interviewed, at the
discretion of thdTS Board at the conclusion of the conference and befatedsion is
made.

c. The Protestor has the burden of proving that théept merits the relief requested.

. ThelTS Boardshall have the authority to maintain the decordrthe conference and shall

take reasonable steps to do so when necessanydimgiclearing the conference room of any

person who is disruptive.

. Decision on Review The TS Boardshall issue a final written decision within a reable

time after the final date for filing all documents be considered on review. The final

determination shall either:

a. Uphold the Executive Director's decision; or
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b. Determine that the Executive Director's decisiors Wwaerror and render a new decision
which shall either:

iv.

Find the protest lacking in merit and uphold that&s action; or

Find only technical or harmless errors in the Stadequisition process, determine the
State to be in substantial compliance, and refexptotest; or

Find merit in the protest and provide options whichy include:

e Correct errors and re-evaluate all proposals; or

« Reissue the RFP or Letter of Configuration; or

« Make other findings and determine other coursesctibn as appropriate; or

Find that it is in the best interest of the Statereéissue the RFP or Letter of
Configuration, with no determination of fault orar.

A copy of such decision shall be sent by persorlVery or sent by electronic means to
the party filing the request for review; the ExéeaitDirector of ITS; the executive head

of the procuring state agency, institution, or ganeental entity; and any Interested

Party, provided that a printed copy of the deciggsent to the party filing the request
for review by courier or other delivery option wisigned receipt. A determination of an
issue or fact by a quorum of thES Boardshall be final and conclusive unless arbitrary,
capricious, fraudulent or clearly erroneous.

U. Exhaustion of Remedies Except as may be authorized under federal law,roteBtor may
file a petition for judicial review with a court @ompetent jurisdiction (that court being the
Circuit Court of the First Judicial District of Jeon, Hinds County, Mississippi), until a
final written decision has been issued bylih® Board In keeping with the Uniform Circuit
and County Court Rules, any such petition for jiadiceview shall be filed within thirty (30)
days of entry of ITS Board's final written decisioRrotestor must notify ITS, within thirty
(30) calendar days of entry of ITS Board's finaiti®@n decision, concerning Protestor's
intent to file a petition for judicial review. IT&ill return the Protest Bond only on receipt of

A S

written notification from Protestor that Protestoitl not file a petition for judicial review.

Upon the court's determination following any petfitifor review that the protest was filed

without substantial basis or reasonable expectatmnbelieve that the protest was

meritorious, ITS will issue a payment demand adédims Protest Bond to cover the expense
or loss incurred by the State as a result of théegt.

. Amendment of Rules, Etc.

ThelTS Boardmay, from time to time, amend these rules or pigate new rules.

If any one or more of these rules is found to balid by a court of competent jurisdiction,
such finding shall not affect the validity of anther of these rules.

Source: 25-53-7; 3-3-7; 25-53-5 (n)
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Part 2 Chapter 10: Procurement Policies

Rule 210.4: 019-030 Setting a Manufacturer Standard

Sections 25-53-5 (0) and 25-53-123 (1) of tkéssissippi Codeof 1972 require that all
acquisitions of computer and telecommunicationspgent and services costing in excess of
$50,000 ($25,000 for projects funded by #merican Recovery and Reinvestment )Abe
based upon competitive and open specification& rigkes every effort to work with customers
to ensure that both the statutory requirement tonpmetitive and open specifications and the
customer's business needs are met through therproent process.

In certain situations, the most advantageous astaftective approach for the State may be to
identify the brand of hardware or software in tipedfications. If the requested product has
significant features that are not available in Eamproducts, if these features can be certified as
business requirements for the requesting agendyif éime product is not competitively available
from multiple resellers, the Sole Source processilshbe used. (S€¥.3-030 Sole Sourge

When there are other products available in the apearket that would meet the customer's
business objectives, the need to issue brand-npeatfisations must be well documented by the
customer and closely examined and approved by M&specify a brand name that is not a sole
source, the State or the customer must have edtallian agencyl/institution "manufacturer
standard" for the requested brand name products ithportant for the customer and ITS to
work closely together on the process of establghimanufacturer standard. Once the standard
has been established, the requesting agency, miudg a brand-name request to ITS, must
provide documentation of the product as an agemsytuition standard, including how the
standard was established, the length of time @edsird has been in place, any relevant volume
information concerning the number of devices cutyemstalled at customer site(s), and the
timeframe in which the standard will be recompeted.

For an agency or institution, or a major facilitythin an agency or institution, to establish a
brand-name (manufacturer) standard, all or mogiefollowing guidelines must be met:

(1) The manufacturer standard must be establishexdigh a competitive procurement. It is
highly desirable that the specifications used I8 tompetitive process explicitly state that the
results of the procurement will establish a mantwigs standard for the procuring entity.

(2) The competitive procurement for establishingt@andard must be for the majority of like
devices owned by the procuring entity. If theialipurchase to be made under the competitive
procurement is for fewer than the majority of li#evices, the intent should be to replace the
majority of devices with the established standardndy the defined life of the standard (see (4)
below).

(3) The requesting entity should identify the picaitbenefits of setting a manufacturer standard.
These benefits should be documented in terms otifgpetechnical benefits related to
interoperability/consistency or in terms of busméenefits, possibly related to staff expertise
and institutional knowledge base, parts inventafiesaintenance is performed in-house, and/or
the ability to leverage volumes for better discsumver a product lifecycle. Technical
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synchronization with peer governmental, educatiooalesearch entities could be another valid
justification for setting a standard.

(4) The standard must be set for a defined perfdidrm® and be reexamined periodically. For
example, it is expected that many agencies andutishs will replace most desktop devices on
an n-year cycle. The length of the refresh cydieutd be specified in the competitive
procurement. The replacement procurement mustpee ¢ other manufacturers and to the
potential of establishing a new standard for thet several years. Organizations that procure
desktop devices on a staggered cycle should alsomggete on a reasonable timeframe,
approximately every three to five years, and shaydcify this timeframe in the competitive
procurement. Different types of equipment or paidwvill have different lifecycles. While a
competitive procurement for desktops would reaslynbb conducted on a three to five year
cycle, a router standard might only be competedroright to ten year basis. There are no hard
and fast rules for these timeframes. The agencingiitution should regularly examine the
relative competitiveness of the product pricing ahd cost-benefit of remaining with the
standard, as long as the standard is in place.

The following criteria ar@ot appropriate for consideration in establishingemuesting a brand-
name standard:

(1) The original procurement was made directly friExpress Products Lisather than via a
formal competitive process.

(2) The original procurement was for a lower-eregsl expensive technology, and the request
asks that the standard be applied to a higher-emade expensive technology (e.g., LAN
switches cannot establish a standard for larger@nte network switches or routers). Standards
are, within reasonable limits, device-specific.

(3) The current procurement is a replacement fog thajority of the organization's
devices/products of this type.

(4) The "brand" requirement is specified in ternisaoreseller rather than a manufacturer.
Standards must be at the manufacturer level.

Source: 25-53-5 (0); 25-53-123 (1)
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Part 2 Chapter 10 Procurement Policies

Rule 210.5: 019-050 Proposal Confidentiality Proceate
RFP and Proposal Confidentiality Procedure

The Mississippi Public Records Act of 1988ississippi CodeSection 25-61 states: (1) Records
furnished to public bodies by third parties whi@ntain trade secret or confidential commercial
or financial information shall not be subject tgpection, examination, copying or reproduction
under this chapter until notice to said third petihas been given. ITS treats all vendor
proposals submitted in response Request for ProposalRFPs) as confidential and only
discloses proposal information in accordance whih TS Public Records Procedur&eétion
019-0100f the ITS Procurement Handbook). The utmost caust be taken by all parties
involved in the evaluation of proposals and subsatjproject implementation activities to
maintain that confidentiality.

In addition, the integrity of the procurement pregze@equires that ITS maintain confidentiality
regarding the content of an RFP at all times ptiorthe RFP's official release. This
confidentiality is to ensure no vendor has an urddvantage due to having advance knowledge
of specific RFP content and requirements.

The following procedures should be followed to pobtthe integrity of the procurement process
and to secure the resulting vendor proposals thoutythe lifecycle of the information
technology procurement project.

During RFP Development:

Participants in the RFP development process aredby public procurement policy to maintain
confidentiality of the specific content and requients of the RFP at all times prior to the RFP's
official publication on thdTS website("RFP Release™). In many cases, the understaratidg
verbal commitment of the participants afford adegymotection for the integrity of the RFP and
procurement process. The ITS Technology Consu{i&@j serving as Project Manager should
determine whether a specific RFP requires the dgiactof formal, written RFP Confidentiality
Agreements. Factors that would indicate a writRfP Confidentiality Agreement is needed
include: (1) multiple entities involved in the ddopment and review of the RFP (e.g. oversight
committees and commissions, interagency procuresnguarticipation of multiple functional
areas within a single agency); (2) highly competitior litigious vendor market; (3) RFP
development process spanning multiple months; arfdjcigh-dollar, complex projects. If it is
determined that RFP Confidentiality Agreements egquired, the agreements should be
executed by everyone who has access to the RFRn@otwbefore it is publically released,
including procurement project team members at IT8 &he customer agency, customer
executives, and thE'S Board if applicable. The executed confidentiality agreents must be
maintained in the ITS project file.

Prior to Proposal Opening

The ITS TC serving as Project Manager and the @ustaAgency contact on the project should
determine the composition of the evaluation tedmS customers may utilize the services of
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third party contractors for proposal evaluationalgy assurance of vendor deliverables and/or
implementation project management. These contsctaust be subject to the same
confidentiality requirements as the state team neemb Generally, all members of the team
evaluate the vendor’'s entire proposal. In som¢aites, team members may only evaluate
specific portions of a vendor’'s proposal where theye expertise. In either case, all team
members should execute an Evaluation Confidentidlgreementprior to receiving a copy of
proposals. The executed confidentiality agreemenist be maintained in the ITS project file.
The TC should stress the importance of maintaipiraposal confidentiality in initial meetings
with the evaluation team.

Proposal Opening

Vendors and other parties that have not executedfidemtiality agreements relative to this
procurement may attend the proposal opening. T@eafid/or proposal opening withess must
ensure that the opened proposals are not leftanddtl at any time. The TC should secure a
master copy of each proposal to eventually architd the project file. The TC should
distribute the remaining copies of the proposalsrty those members of the evaluation team
who have executed the confidentiality agreement.

Proposal Evaluation:

The TC should instruct the team members to takeredlsonable precautions to prevent
unauthorized access to vendor proposals. Additygrthe team members should be reminded
not to discuss proposal content with anyone othan tevaluation team members. Team
members operating in a cubicle environment shotlizel enclosed cabinets, boxes or some
other means to avoid leaving proposals exposedssqus-by. As most office environments now
share printers, caution must be taken in printing proposal comparisons or summaries that
contain technical and/or financial data about ttwpsals so that the printouts are not viewed by
unauthorized individuals. During the evaluationi@e, the team may request clarifications from
the vendor on specific areas of his proposal. daefications submitted by the vendor must be
held to the same level of confidentiality as thgyioal proposal. If during the evaluation, it is
determined that additional people need to evaliig@roposals in whole or in part, the TC must
require them to execute a confidentiality agreena@lt instruct them on precautionary measures
of safeguarding the proposals.

Post Evaluation

When the evaluation is complete, the TC must cbiéacopies of the losing vendors’ proposals.
The TC and the customer agency contact must deterniie number of winning vendor

proposals that will be required by the customerfe in project implementation. Typically, one
copy is required for contract administration. krextly additional copies are needed for the
Project Manager and Quality Assurance providere T@ must be certain that a Confidentiality
Agreement for Awarded Vendor Proposal has beenutaddy the Customer Agency Executive
Director or Information Systems Officer before edmg copies of the winning proposals. The
TC will secure one copy of each proposal for th€ Fermanent project file and distribute the
requested copies of the winning proposal to théooosr agency. After expiration of the period
in which a protest of award may be filed, all renmwag copies of the winning and losing
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proposals must be destroyed. All copies must bedsled or otherwise destroyed by the TC or
the ITS/ISS Administrative Team.

Damage Control:

If at any point during the evaluation or impleméiata process it is known that the contents of a
proposal have been exposed to a third party, thesAi@uld first ascertain the extent of the
exposure. If exposure was to an internal parttheoproject, the TC should immediately have
them execute a Confidentiality Agreement and imstthem on proposal confidentiality. |If
exposure was to an outside party, the TC shoulidynaiS ISS Division management, who will
provide appropriate notification to the affectednder.

Source: 25-61-1, et seq
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Part 2 Chapter 10: Procurement Policies

Rule 210.6: 019-070 Timely Receipt of Bids and Propals

All responses to ITRequests for ProposalRFPs) and.etters of ConfiguratiofLOCs) are due
at 3:00 p.m. Central Time on the date publishetherRFP or LOC. The proposal must be time
stamped by the ITS receptionist by the specifiete dand time. (Note: For LOCs only,
proposals may be submitted electronically IF SOGIFED IN THE INDIVIDUAL LOC. The
email or fax receipt date and time become the iaffltime stamp" for electronic proposals.)

Any proposal received after proposal opening tim# e returned unopened. ITS is not

responsible for any delays in delivery or experiseshe development or delivery of proposals.

It is solely the responsibility of the proposingnder to ensure proposals reach ITS by the
required time and to confirm the arrival of the suited proposal as needed.

Source: 25-53-5 (0)
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Part 2 Chapter 11: ITS Board
Rule 211.1: 020-005 ITS Board Meetings: Overview

Meeting Schedule and Location

The ITS Board meets monthly, and at such otherdiared places called upon to convene by
either the Board Chairman or the majority of itsrmbers. The Board’s meetings are open,
public meetings. Notice of these meetings is @higld on thdTS websiteas well as posted
outside the reception area at the ITS adminiseabffice, 3771 Eastwood Drive, Jackson,
Mississippi.

Board meetings are the official venues in which Ef&utory policy-making, strategic planning,

procurement and other project-related business@rducted. The Board must have a quorum
of at least three (3) members present in ordetwact an official meeting. These meetings
follow an agenda of business items that have beepited and forwarded to the Board by ITS

staff, one week prior to the time of the actual tilge This lead-time assists the Board in
reviewing and preparing for each project on thendge

Board meetings are currently scheduled to occuherthird Thursday of each month. As a rule,
meetings begin promptly at 11:00 a.m. There areegttons to this schedule that occur
randomly during peak periods of project activityeetings will be arranged in advance to
convene earlier in the day and/or to extend to meoodate much fuller agendas. $29€-010
Board Meeting Schedule, Called Meetings, and Ndiicethe official policies and procedures
regarding scheduling of meetings as adopted byTiBdéBoard.

Boardroom Facilities

The ITS Boardroom is located in the ITS Board Rammthe first floor of the ITS administrative
office. This room is the site for most meetingdesa the Board accepts an invitation from
another agency or institution to host a meetingit#f Seating is available in the back of the
room for attendees from the vendor community anchfstate agencies and institutions, as well
as any other interested party.

All meeting attendees other than ITS employeesraqgeired to sign in upon entering the
meeting room. Their attendance is recorded asrtagpahe Board’s minutes. Copies of the
Board’s agenda for the current meeting are avalablthe sign-in table. Thegendais also
posted on théT'S websiteduring the week of the meeting.

Those presenters that desire to use the boardroesergation facilities will find connections for
both power and local/wide area networking, as vesll provision of an overhead projector
capable of hosting programmed presentations fromaple computers. Presenters must give
advance notice to the ITS staff if the presenteastvio use these facilities. Further, they should
arrive sufficiently early to set-up, test and emsthrat their presentations and all facilities are
working together.

Prior arrangements must similarly be made for atgndee or media group desiring to set up
and use audio or video equipment to record any Boeeting.

Board Meeting Protocol and Decorum

177



The ITS Board conducts its business in a formaliciaf setting. The Board Chairman
moderates each meeting observRgbert’'s Rules of Order All participants are expected to
observe appropriate dress and conduct in keepitigtive official protocol and decorum of the
Board meetings. All discourse with the Board sbdoé done from the speaker’s podium or,
upon being recognized by the Chairman, from théegal Participants should stand and state
their names prior to speaking. For formal rulesafduct adopted by the Board in 1989, see
020-015 Rules and Regulations Governing the Conafuéersons at ITS Board Meetings.

To preserve the order of the meeting, all participaare required to disengage any cellular
phones, pagers or other electronic devices andinefirom using them while the Board meeting
is underway.

The Chairman begins each meeting with a call terthen an invitation for guests to introduce
themselves. All attendees who are not ITS empbyd®uld state their name, title, and
employer. The Chairman next requests that the Boariew and vote on the minutes of the
previous meeting. The Board’s subsequent orddrusiness is to take up the current month’s
agenda, generally in the order in which it was pred by the ITS staff. The Chairman will
invite the particular internal and/or guest stafpptesent a synopsis of each agenda item together
with the official recommendation. The Chairmanlwihtertain discussion of the agenda item
among the Board and presenters. The Chairmarreguésts a motion from the Board members
on the disposition of each agenda item. The Btlaed votes on the agenda item. The Board
secretary records all proceedings into the minatesach meeting. The minutes become official
once approved by the Board and signed at a subsequeeting. Upon conclusion of all
scheduled and ad hoc agenda items, the Chairmiarfaaa motion to adjourn the meeting.

Conclusion

The ITS Board and staff have organized the Boardtimg process in the manner described so
that the business of State and its citizens, perifains toTS statutoryresponsibilities, may be
conducted in an open, efficient manner, allowinghe@genda item and its interested parties to be
given the fullest respect and consideration.

Source: 25-53-11
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Part 2 Chapter 11: ITS Board

Rule 211.2: 020-010 Board Meeting Schedule, Call®&teetings, and Notice

At its October 19, 2006 meeting, the ITS Board apmved the following policies and
procedures related to scheduling and providing notie of ITS Board Meetings:

Regular Meetings

The ITS Board will hold its regularly scheduled ritdg meetings on the last Thursday of
each month, beginning at 11:00 a.m., in the ITSr8ddoom, 3771 Eastwood Drive,
Jackson, Mississippi 39211.

The Board may cancel its regular meeting in anytmanmwhich there is no official business
to come before the Board, a quorum of members d¢ama@resent, or the Board Chairman
determines there are other compelling reasonsdimigdso.

The Board may reschedule its regular meeting tal@mnate date, time, and/or location as
needed, provided notice is given as outlined below.

Special or Called Meetings

Upon call of the ITS Board Chairman or a majorifyttbee members of the Board, the ITS
Board may additionally meet at other such timeslandtions as may be set, provided notice
is given as outlined below.

Notice

Notice of the date, time, and location of all megs of the ITS Board will be posted in the
ITS administrative building at 3771 Eastwood Dridackson, Mississippi and on thES
website ITS Board Meetings

Notice of changes to the date, time, or locatioarof regular meeting, and notice of the date,
time, and location of any special or called meetiily) be posted in the ITS administrative
building at 3771 Eastwood Drive, Jackson, Missjgisgnd on théTS websiteone hour after
the change to the date, time, or location of tlgeilse meeting or within one hour after such
special or called meeting is set.

Source: 25-53-11
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Part 2 Chapter 11: ITS Board

Rule 211.3: 020-015 Rules and Regulations Governitige Conduct of Persons at ITS
Board Meetings

(Adopted by ITS Board July 1989)

1. General Conduct

A. Public Attendance
Any person desiring to attend meetings of the Il may do so to the extent that space is
available.

B. Demeanor.
During the course of all meetings attendees shénid their exits and entrances and other
movements or private conversations within the meetbom.

C. Interruptions :
No unsolicited interjections by attendees will levaed unless the Chairman grants approval.

D. Disruptions:
Disruptive conduct of any kind-is not allowed anill vesult in exclusion from the meeting,

2. Recording or Transmission Devices

A. Prohibitions:
No visual recording or transmission of Board meggirwill be permitted. The taking of
photographs is likewise not allowed.

B. Provisionally Permitted Methods
There are no proscriptions against non-intrusivegtmanical or manual methods of transcription
such as note-taking or silent court reporting maes$yj provided space permits.

C. Rescinding of Permission

The Chairman reserves the right to rescind peromnssegarding the transcription of any
proceeding and require the discontinuance of anglend transcription which in the Chairman's
opinion demonstrates a disrupting effect on thedoohof the meeting.

3. Oral Presentations

A. Authorization :
Any person obtaining prior permission from the Chmain of the Board may make a single oral
presentation before the Board members at a regtgalleduled meeting.

B. Denial:
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The Chairman reserves the right to deny any sudoest if it is not received in time to
reasonably allow for adjustments in the agendd, an the Chairman’s opinion, the presentation
is unnecessary or will be unduly burdensome.

C. Time Allotted:

Any person obtaining such permission will be a#ldta reasonable amount of time not to exceed
fifteen (15) minutes to address the members oBiha&rd. Any additional time allotted will be
discretionary with the Chairman. No Question ambwer session will be permitted unless the
members of the Board grant approval.

D. Rebuttal or Corroboration:
Persons wishing to have equal time before the Bdardthe purpose of rebutting or
corroborating any oral presentation must adhetedgrocedure set out above.

Source: 25-53-11
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Part 2 Chapter 12: Information for Vendors
Rule 212.1: 021-010 How to Do Business with the $af Mississippi

Question: How do | sell technology products and seices to state entities?
Answer: It depends upon:

(2) The type of products or services you are sellijnto the State

The Department of Information Technology Servic€ES] is the Mississippi state agency
established by law to oversee the Statefermation technology. The procurement of
information technology equipment, software, andiises for all state agencies and institutions
of higher learning is under tierisdiction of ITS

There are three Mississippi agencies involved endfatewide purchasing functioRurchasing

of items NOT related to information technology equipment and software is coordinated
through theDepartment of Finance and Administration (DFA) ©dfiof Purchasing, Travel, and
Fleet Management (OPTEMPurchasing of computer supplies falls within Déersight.

The Personal Service Contract Review Board (PSC&®BJerns the solicitation and selection of
contractual services personnel for personal andegsmnal services that doot involve
information technology. Personal Service ContRcicurement Regulations can be accessed
through theState Personnel Board's website

(2) What type of government entity you are sellingo

State agencieandinstitutions of higher learningre required to follow ITS procedures to make
information technology procurements. Governing hauities (such as county boards of
supervisors, community/junior colleges, K-12 schdistricts, or cities) are not required to use
ITS procurement procedures when making informati@mhnology purchases, but are allowed to
use certain ITS procedures if they choose to do so.

When not using ITS procurement procedures, GovgrAuthorities must use general purpose
State Purchasing Laws and procedures coordinatedgh DFA-OPTFM.

Procurement procedures for agencies and instittidrhigher learning to follow when making
information technology purchases are containetieiS Procurement HandbooRurchases of
information technology are coordinated by ITS itmmpbiance with 25-53 of thélississippi
Code This law requires the solicitation of proposiisthe majority of information technology
purchases.The Mississippi Codes online.

3) The dollar amounts of the purchase and what tyg of proposals might be in place to
handle the purchase

Agencies institutions of higher learningand governing authorities (K-12 schools,
community/junior colleges, city and county govermieetc.) may make purchases in
accordance with ITS Law and Public Purchasing Laviolows.

« Up to $5,000 - May purchase without advertisingotiterwise requesting competitive bids,
unless the purchasing agency or entity has edt@&olisiore stringent procedures.
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« $5,001 - $50,000 ($25,006r projects funded by thAmerican Recovery and Reinvestment
Act (ARRA). - May purchase without advertisement for bidspvied at least two
competitive written bid$ave been obtained. You must select the lowestequ(Note an
Express Products Lisannot be used as one of these bids.)

« $50,001 and over ($25,001 and over for ARRA prag)ect Advertise, issue written
specifications and receive sealed bids or proposals

Some agencies have established additional procmtepnecedures; check with the individual
agency or institution to determine if there arecotlequirements.

Question: What types of proposals does ITS use?

Answer:

ITS does NOT set up "state contracts" for routine mrchases of information technology

purchases. ITS does not maintain a "bidder's list! All ITS RFPsare advertised on tH&S

website RFPs typically fall into one of the followingtegories:

« Individual Requests for Proposase typically for the procurement of large dollewmplex,
and/or unique acquisitions, usually for a singlguasition by a single agency or institution.

« Special RFPsypically are used by a specific group of ageroieitutions. The terms and
intended users and uses are spelled out in thed@Ement. Often these proposals are for
repetitive or longer term use, as opposed to a himored time use in an Individual RFP.

e General RFPsare used by ITS for the routine acquisitions bytiple entities of items such
as microcomputer equipment and software, printexabling, telephone equipment,
mainframe/midrange components, small UNIX/Intersetvers, and IT consulting services.
ITS advertises these RFPs and updates them peilydioid-cycle. General RFPs can
only be used by ITS staff. They are not publishedITS uses General RFPs in conjunction
with procurement requests received from agencE#litions to acquire information
technology products and services in accordance statie law.

« Express Products Lists(EPLS) are evaluated proposals covering routine configuma of
such items as microcomputers, servers and LAN coes, printers, software, and two-
way radios. Agencies, institutions and governiotharities may use an EPL in compliance
with ITS procedures to make purchases that falhiwithe scope of the EPL. The most
popular EPL is the IT Hardware EPL. ITS publichvartises each time proposals for EPLs
are solicited. See Procurement Instruments: EBéstion 011-03®f the ITS Procurement
Handbook, for procedures the agencies and institstare required to use when purchasing
from Express Products Lists. Themplete list of EPL$s found on théTS website

More details for information technology vendorseneisted in doing business with the State of

Mississippi are available in the Procurement Infation for VendorsSection 021-02®f the

ITS Procurement Handbook. Topics covered in tbetisn include:

« More details on ITS RFP advertising procedures

e Suggestions for marketing to state agencies

« Procurements of information technology that stagenaies and institutions may make
without prior coordination through ITS

« Legal and funding issues when submitting proposaike state

« IT purchases by governing authorities using ITSpdures

Source: 25-53-5 (0)
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Part 2 Chapter 12: Information for Vendors

Rule 212.2: 021-020 Procurement Information for Vedors

The following information is intended for use byndgers interested in doing business with the
State of Mississippi Department of Information Tiealogy Services.

Introduction

This information is provided for vendors regardihg Department of Information Technology
Services (ITS) and the process of selling infororatsystems equipment, software and related
services to the State of Mississippi. This infotiora explains ITS procurement procedures and
addresses questions most frequently asked by vendor

It is the goal of ITS to promote and maximize cotima in the purchasing of information

technology hardware, equipment, systems, softwarej services for the State within
Mississippi's information systems architecture.ydfi have not worked with ITS or sold to the
State of Mississippi before, we welcome you to do & you have worked with us in the past,
we thank you for your previous participation and@irage your participation in the future.

ITS Website

ITS maintains an Internet website with informatiohinterest to ITS customers and vendors.
Separate channels for Vendors and Customers hghmiae the information and focus your
search. We invite you to visit our website at itipnvw.its.ms.gov. Use the contact information
available on the website if you have additionalsgie®ms or need answers concerning a specific
situation or project.

Who is ITS?

ITS is a state agency established by law to ovdise&tate’s acquisition and use of information
technology. ITS coordinates the procurement obrimftion technology for Mississippi
agencies, universities, and, optionally, goverranghorities such as community/junior colleges,
local governments, and K-12 schools and schooticlist The procurement of information
technology hardware, equipment, systems, softwaneé, services for all state agencies and
institutions of higher learning is under the jurgsobn of ITS.

ITS is governed by a five-member Board. Th& Boardplays a strong role in the procurement
process. All procurements are made in complianitk 856-53 of theMississippi Codeand
policies set by the Board. Procurements in exoefse Director Approval threshold, as defined
in Section 018-030must be approved by the Board. The Board haggdedd to the Executive
Director of ITS the discretion of approving procments under these thresholds.

For many acquisitions it is necessary for stateneigs and institutions of higher learning to
acquire ITS approval prior to procurement of infatiman technology hardware, equipment,
systems, software, and services. Responsibilityséme acquisitions has been delegated to the
agencies and institutions under tBeemption Delegation of Approvalor Planned Purchases
Procedures Explanation of which procurements require IT&mpapproval and which may be
handled by the agency/institution without ITS' papproval is detailed later in this document.
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The acquisition of information technology by Missppi agencies and institutions of higher

learning are governed by the following laws:

e Computer/Data Processing (DP) procurements: Se@#e53-1, et seq. of thdississippi
Code

e Telecommunications (TC) Procurements: Section 284ER et seq. of thilississippi Code

Both types of procurements are governed by the gai@es and procedures.

Department of Finance & Administration Office of Purchasing, Travel, and Fleet
Management

There are two different Mississippi agencies inedlin the statewide purchasing function. ITS
coordinates information technology purchases. Hasing of items not related to information
technology equipment, software and services isdinated per Section 31-7 of tihéississippi
Code through theDepartment of Finance and Administration (DFA) ©&dfiof Purchasing,
Travel, and Fleet ManagemerfPurchasing of computer supplies falls within Dé&versight.

Groups to Whom ITS Procurement Procedures Apply

ITS Procurement procedures apply to the followingugs:

« State Agencies

e State Institutions of Higher Learning (Universsiie

« Governing Authorities (such as county boards gbesvisors, State Community/Junior
Colleges, school districts or municipalities.)

State agencies and institutions of higher learrang required to follow ITS procedures in

information technology procurements. Governing hauities (such as county boards of

supervisors, community and junior colleges, schiligtricts, or cities) are not required to use ITS

procurement procedures, but are allowed to usaineffS procedures if they choose to do so.

Governing Authority procurement procedures are milesd later in this document.

How ITS Publicizes Upcoming Acquisitions

ITS postscurrent solicitations for Request for ProposalsEBRFon thelTS website ITS does
not maintain a bidder's list and Vendors do noteht pre-qualify to respond to ITS RFPs.
RFPs for upcoming acquisitions are also advertisethe Clarion-Ledgenewspaper, and ITS
maintains a bulletin board of current technologlc#tations near the reception area on the first
floor or ITS administrative offices, 3771 Eastwdddve, Jackson, MS 39211.

Watch for ITS advertisements in the newspaper ecklthe Internet listing. Newspaper ads and
new listings on the website typically appear onstags. You may respond to any ITS RFP for
which your company has the requisite expertiseyoif would like to submit a proposal to any
RFP and are unable to download the RFP from thegriat, you may contact ITS for a copy of
the document. We will mail you a copy of the resjed RFP or you may pick up a copy from
the ITS offices at the following address:

Department of Information Technology Services

3771 Eastwood Drive

Jackson, MS 39211

(601) 432-8000 (switchboard) or (601) 432-8166 ¢Brement Help Desk)
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Charges for Requests for Proposals
The vast majority of RFPs issued by ITS are avhldbr download from thdéTS websitein
Adobe and Word format at no cost.

ITS charges for printed copies of RFPs. 8ég Public Records Procedurfes the current cost
of a printed RFP. The vendor is required to delioee of the following forms of payment
before the vendor is given a copy of the RFP.

1. Corporate check

2. Personal check (only if the individual is knoaumd has an ongoing business relationship with
ITS)

3. Certified check

4. Money order

No cash will be accepted.

Overview of Procurement Procedures Used by ITS

To ensure full compliance with legal requiremenis handles procurements in the following
ways:

1. Individual Requests for Proposals (RFPSs)

2. Special RFPs

3. General RFPs

4. Express Products Lists (EPLS)

Individual RFPs

ITS uses the RFP process for the procurement ol ligllar, complex, and/or unique
acquisitions, typically for a single acquisition &yingle agency or institution. The ITS staff and
the requesting agency or institution develop an RERiling the specific equipment, system,
software and/or service requirements. Solicitatiohproposals are published as detailed above.
Any vendor may obtain a Word or PDF copy of the Ri€én the Internet or request a copy of
the RFP as specified above.

Vendors should carefully review the RFP projectesithe for key dates. ITS and the procuring
agencyl/institution may host a vendor’s conferentth attendance specified as either optional or
mandatory. The RFP schedule will show the datetiamel of the vendor's conference, as well as
the deadline for submission of written questionscesning the RFP. While vendors may
receive verbal input from the State project teamnduthe vendor's conference or from the
designated State Contact Person for the RFP, verstuould be aware that only questions
answered officially by the State in writing and fasto thelTS websiteat the RFP link are
binding. Vendors should check the RFP link redulfor official addenda to the RFP, including
posted questions and answers.

If a vendor elects to submit a proposal for consitien, the proposal must be submitted to ITS

in accordance with all requirements outlined in Ri&P by the date and time specifiedo Late
Proposals Will Be Accepted.
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At the date and time the proposals are due, IThgpkgs, and performs a preliminary
validation of proposals received. Vendors are wele to be present at the ITS offices at the
date and time the proposals are due to observeptbeess. The scoring criteria to be used to
evaluate the proposals are available to proposemglers at the proposal opening and are posted
to thelTS websiteimmediately following the opening.

ITS typically assists the procuring agency/instiatin the evaluation of the proposals received.
This evaluation process may require from a few fidor multiple weeks, depending on the
complexity and scope of the RFP and the numbeseredof the proposals received. During the
evaluation process, ITS may request clarificatioingendor proposal information. Because time
is always of the essence in the procurement prpd&Ssrequests that you provide prompt
responses and accurate answers to all clarificatiqnests. The ITS staff can satisfy our clients’
needs most effectively with vendors who, in additio providing good pricing, provide us with
timely and accurate responses during the evalugifoness. Se@rocurement Instruments:
Requests for Proposals (RERs) additional information.

Special RFPs

ITS issues RFPs to establish a special proposakaposals for use by a single or group of
agencies/institutions. The terms and intendedsused uses of special RFPs are spelled out in
the specifications. Sd&rocurement Instruments: Special RFétsadditional information.

General RFPs

ITS uses General RFPs for routine acquisitions hyltipte agencies of items such as
microcomputer equipment and software, printers, licgb telephone equipment,
mainframe/midrange components, small UNIX/Inters@tvers, and IT consulting services. To
avoid the time and expense involved in solicitindividual proposals for each such acquisition,
ITS advertises periodically to receive proposaldlmse high-volume categories of information
technology.

Proposals received in response to a General RF&sarkefor a specified period of time (usually
one year). There is no sole winning vendor. I'B8dates each response but does not perform a
preliminary selection from the proposals submittéd/hen a need arises during the year for
equipment, software, or services in a General R&Pgory, all vendors proposing the products
or services that meet the requestor's unique profequirements are sent a Letter of
Configuration (LOC) by ITS. The LOC describes #xact needs of the customer and requests a
proposal with pricing.

ISS staff issues LOCs to vendors with valid GenBfaP proposals who meet the qualifications
for the specific project. For vendors meeting ¢heeria for a given project, the LOC is emailed
to the vendor contacts listed in the General RFpaese. In addition, vendors with valid
General RFP proposals are given an unpublished tdRtheck for all LOCs. Valid General
RFP vendors may respond to any LOC for that GerfleFdt, even if they did not receive the
LOC in the email distribution.

Unlike RFP responses, which require delivery oflesbahard-copy proposals, LOC response
may typically be submitted in hard-copy or by faxemail. Vendors should follow the Delivery
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Instructions in the individual LOC. All submittq@toposals are evaluated and the lowest and
best solution selected.

General RFPs are for use by the ITS staff on bebfathe procuring agency or institution.
General RFPs are NOT for use by agencies, ingtitstand governing authorities without ITS
involvement.

Vendors may submit or update General RFP respahsesghout the year as detailed in the
specifications. Details of RFP procedures are anat in the specifications provided to the
vendor.

For a current list of categories of General RFRg, theMulti-Use RFP_Index. General RFP
categories will be added and dropped as the dendraige.

The ITS staff cannot overemphasize to the venderitiportance of the General RFP process
and the importance of vendors' submitting and raaiirig accurate and complete General RFP
responses. Complete and accurate proposals prthedd 'S staff with information about your
products and/or services to determine whether @reya fit for a particular project. Your
response to the General RFP is one of your besketiag tools for technology in state
government.

Express Products Lists

ITS has established thexpress Products ListtEPLS) to offer agencies and institutions an
expedited procurement procedure for routine actjoins of microcomputers, servers and LAN
components, printers, cellular telephone equipmamnd, software. ITS does an evaluation of
EPL proposals upon receipt to select and publishdtvest and best offerings for each EPL in
compliance with the law. EPLs may be used by sséggencies, universities, and governing
authorities in the state to make purchases up ¢ Secified dollar limits without ITS
involvement.

Details regarding the EPLs may be found in the ifipations for the RFPs soliciting Express
Products Lists proposals and in the published EF8eeProcurement Instruments: Express
Products Listdor additional information.

SAAS Information

To receive payment from state agencies, Vendord briset up in the Mississippi Statewide
Automated Accounting System (SAAS). Each ITS RRP require the vendor to supply their

SAAS vendor code or to submit a signed InternaleRere Service W-9 Form for initial set-up in
SAAS if the vendor has not previously done busivesis the State.

Marketing Activities to the State of Mississippi

Vendors are welcome to market products to the sigencies and institutions providing the
marketing efforts are conducted in an open anct&timanner and are coordinated with ITS. In
fact, ITS recognizes that the vendor is the bestcgoof information regarding his product and
appreciates the vendor's willingness and cooperatiavorking with ITS and the agencies and
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institutions to publicize how the capabilities dfese products can enhance the State's
information technology needs.

Vendors can most successfully market to the Stateudderstanding and working within
Mississippi's information technology planning, batlgg, and procurement framework. The
points below outline this framework.

1. Marketing to the State from the "Enterprise Pective” within the State's strategic direction
for information technology:

In support of state agencies and institutions mfation technology infrastructure, ITS takes an
enterprise perspective regarding the State's irdbom systems. A procurement of information
systems technology should be made from the viewmdithe State as a whole. This enterprise
perspective is essential for ITS and the agencnek iastitutions we serve to carry out the
mission and the intent of the law effectively.

If you find where your product corresponds with tBate's information technology strategic
direction, and the agency or institution’s needsl market from that angle, you should be more
successful in marketing to the State.

2. Procurement is at least a two-year process whifront-ended by the planning and budgeting
functions.

The client agency begins the procurement proceksast two years prior to the actual issuance
of a purchase order to the vendor when the ageewgiaps its information technology plan. For

instance, an agency must plan in January-April Z004urchases to be procured NO SOONER
than July 2005. The agency must then budget ®rmptanned acquisition in the August 2004

time frame and the Legislature must appropriateftinels during the legislative session in the

January-April 2005 time frame. The resulting asgign takes place between July 2005 and
June 2006.

You, the vendor, will be most successful if you ibegour marketing effort with ITS and the
agencyl/institution during the planning process.

Procurements Which Require ITS Approval Prior to Acquisition

ITS is the purchasing and contracting agent foraaljuisitions of information technology

equipment, software, and services that fall witthi@ scope of ITS authority. Contracts without
the signature of the Executive Director of ITS a@ valid except those delegated to the
agencyl/institution.

ITS approval before the purchase in the form a1 Approval Documenis required for
acquisitions of information technology equipmentpftware, and services by state
agencies/institutions unless the purchase is hdndieder the Exemption Delegation of
Approval orPlanned Purchases Procedutescribed below.

Exemptions Procedure
ITS may delegate individual procurement projectstiie agency/institution under th@&S
Exemption Procedure State agencies and institutions of higher lesynnay request to make
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specific procurements of information systems te@powithout further ITS involvement. ITS'
exemption of the procurement gives the agencyfuigin the responsibility and accountability
of making the procurement, including competitivegwsal solicitation and contracting, in good
faith compliance with the ITS laws. Sd&ocurement Types: Exemptiorier additional
information.

Delegation of Approval

ITS also has delegated certain routine informatiecthnology acquisitions to the
agencies/institutions. Purchases may be made utheese procedures without prior ITS
approval. See Procurement Limits Policies, Sec@@b of the Procurement Handbook, for
specific delegation dollar amounts and categoffesction 015-010 for agenciesd Section
015-020 for institutions of higher learning

Planned Purchases Procedure

As the coordinator of the long range planning éftdrinformation technology in the State, the
ITS Strategic Services Division works with agenaiesing the planning process to determine
procurements that could be most appropriately aeduirom the EPLs. Under the Planned
Purchases Procedure, a participating agency isngatghorization up to a specified dollar
amount to make the identified procurements from Eks without further ITS involvement.
SeeProcurement Request Types: Planned PurcHaseaslditional information.

Necessary Components of a Legal Acquisition

Procurements of information technology equipmeofivsare and services involve at minimum
the agency/institution for whom the purchase isigpenade, ITS, and the vendor. It is important
that the vendor understand its role, that of I8l #nat of the agency/institution.

The following components are necessary for a legkd to a state agency or institution of higher

learning:

1. ITS Approval
ITS CP-1 Approval Documentsiust be issued to the agency/institution for arigrimation
technology acquisition unless the procurement hasnbmade under th&xemption
Delegation of Approval or Planned Purchases Procedure An order from an
agencyl/institution that was not made in accordawtth ITS procedures DOES NOT
constitute a valid purchase order. ITS strongbyonremends that the vendor verify that the
agencyl/institution has followed a legal ITS procuneat procedure for any order from a state
agency or institution. Typically, the purchase esrcshould reference an ITS CP-1
Acquisition Approval reference number, should banrfra validExpress Products Lisor
should be below the cost thresholds requiring IMergsight. See Procurement Limits
Policies, Section 015 of the Procurement Handbémkspecific delegation dollar amounts
and categorie§Section 015-010 for agenciesnd Section 015-020 for institutions of higher
learning.

2. Contracts
The Executive Director of ITS is, kstate statutethe purchasing and contracting agent for
information technology hardware, equipment, systeswdtware, and services made by
agencies and institutions of higher learning in $tate of Mississippi. All contracts (other
than those related to procurements delegated tocaggeand institutions as described above)
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MUST be signed by the Executive Director of ITStlegally binding. Successful vendors
must agree to basic contractual terms and conditiequired by the State of Mississippi.

3. Funding Verification and Agency/Institution Purchase Order
The agencyl/institution is responsible for paying &nd receiving the products/services
purchased. Funding and payment issues are notnwifld control. ITSCP-1 approvabnd
execution of the contract do NOT constitute a fiediion that funding is available for the
acquisition. The agency/institution is ultimatelgsponsible for verifying availability of
funding and issuing a purchase order to the verndocomplete the order. Vendor is
responsible for all risks involved in illegal satesthe State and may be required to take back
without payment items illegally sold to the Stat¢hen in doubt, call ITS for clarification.

NOTE: Billing must be directed to the purchasingmagy/institution as specified on the purchase
order. Do not send agency/institution billing toSITinless explicitly directed on the purchase
order to do so.

Purchases by Governing Authorities

Acquisitions of information technology hardwareugument, systems, software, and services
made by governing authorities DO NOT require IT®rapal. Governing authorities are not
required to get ITS approval or to haveC®-1 approvaldocument for making information
technology purchases. Governing authorities arerempired to use the ITExpress Products
Lists (EPLs) to make information technology purchaset dan do so if they choose as a
mechanism for meeting the requirements of publicipasing laws. The Public Purchasing Law
defines governing authorities in section 31-7-1(@Bgrmission is granted within the Public
Purchasing Law for governing authorities to use'Ip&posals, by exempting from bid
requirements those items covered by purchase agrgsnarranged by ITS (Section 31-7-
13(m)(xi)).

Reference Information Regarding State Purchasing Las

The data processing procurement laws are contan®dction 25-53-1 et seq of thississippi
Codeof 1972. The telecommunications procurement lavescantained in Section 25-53-101
through 25-53-125 of thilississippi Codeof 1972. The Public Purchasing Law is contained in
Section 31-7-1 et seq of tivississippi Code

Section 25-53-25 of theMississippi Codeexcludes the following acquisitions from ITS
jurisdiction: "...Acquisitions of computer equipneand services by institutions of higher
learning or junior colleges wholly with federal filmand not with state general funds...."

Section 25-53-25 of théVississippi Codegives ITS the authority to delegate purchasing
responsibility and is the basis for tRgemption Delegation of Approvalor Planned Purchases
Procedure
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Part 2 Chapter 12: Information for Vendors

Rule 212. 3: 021-030 Suggestions for RespondinglTs RFPs

* Read and follow all instructions in the RequestRPooposal (RFP). The proposal becomes
part of the contract with the awarded vendor amdraresponsive proposal will be removed
from further consideration.

* Work from the Word version of the RFP, insertingedt, clear answers below each item in
the Technical Requirements section, as instruatetteim 1 of that section, with a clear
delineation (through color/font/vertical bars iretmargins, e.g.) to show vendor's response
versus original RFP text.

» If you take exception to an item, it's best to dieautline an alternative, what you CAN do
or offer, because the option might be acceptabltheéostate or at least allow the state to
identify the level of risk.

» Tab the response and insert a table of contentsyisg where the signed cover sheet,
proposal bond, exception summary, response to i@hspecifications, cost proposal,
response to exhibits, etc. are found.

* Don'tinclude "brochure" type language -- vendanmstimes make the mistake of marketing
themselves rather than just responding to the reopgnts directly.

* Another issue for some proposals is providing ightrlevel of information in response to
technical requirements--enough information versatsemough or too much. For most items,
the evaluators want to see how the vendor will nieetrequirement, not just "will comply."
But too much information, especially when it doeslirectly respond to the requirement, is
also negative, because the answer gets lost ihea#xcess verbiage.

* When the RFP requires an Experience Information &eRence Workbook, follow all
instructions carefully in completing the Excel sqisheet. Experience must be quantified in
months. Do not submit candidates without the neglilamount of experience in each area--
they cannot be considered.
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Part 2 Chapter 12: Information for Vendors

Rule 212.4: 021-040 Post-Procurement Reviews

A Post-Procurement Review is a business meetindumiad by ITS at a vendor’s request after
an Award of Contract for Request for ProposéRFP) orLetter of Configuration(LOC). Post-
Procurement Reviews are attended by the ITS stamipers responsible for the given
procurement, ITS management staff responsible Herprocurement process, members of the
vendor’s staff involved in the proposal processl, aptionally, staff members from the customer
agency on whose behalf ITS conducted the procurem&rPost-Procurement Review is a non-
confrontational business meeting in which partigshange information on the procurement
process, the results, and any concerns. No veprégaration is necessary, other than general
familiarity with the procurement process that walloived and the contents of that vendor's
proposal.

A Post-Procurement Review is available to any vendm responded to a Request for Proposal
(RFP) or Letter of Configuration (LOC), regardledswhether they were awarded the resulting
contract. Vendors are encouraged to request Rost#ement Reviews to both receive
information on the scoring of their proposals amd provide ITS with feedback on the
procurement process. ITS actively solicits fee&bfaom the vendor regarding any wording in
procurement documents or any procurement procedla¢svere unclear, difficult to follow, or
unduly complicated the procurement process. Wethiseinformation as input to improve the
procurement process. The purpose of the Post-Riment Review is to strengthen the business
relationships and communications between propogemglors and the State, to provide ITS with
information to facilitate improvements to the promment process, and to provide vendors with
specific information that allows them to have itdignto the procurement and proposal
evaluation process and to compete most effectivélye Post-Procurement Review should also
provide a vendor the information needed to deteemvhether that vendor is aggrieved relative
to the specific procurement. For a Post-Procurémeniew conducted after the protest period
for a given procurement has passed, the full olvedf all discussion and information exchange
is to assist all parties in identifying ways to mope the procurement products and processes and
to help the State increase competition.

Post-Procurement Reviews should be requestedimetytmanner, typically no later than five
working days after the Award of Contract. Requéstsa Post-Procurement Review should be
made to the ITS staff member who was the contadh®sprocurement process or to the Director
of the Division of Information Systems ServicesS)S Requests may be made orally or in
writing. Post-Procurement Reviews can be conduetethe ITS administrative office, 3771
Eastwood Drive, Jackson, Mississippi 39211 , orlmaconducted via telephone conference call,
at the vendor's option. Post-Procurement Reviewmally last between thirty minutes and an
hour.

Any information in a proposal that was deemed pertt to the defined evaluation criteria may
be summarized for the proposal scoring and includdtie project file and/or in a writteid'S
Boardwrite-up to document the evaluation results. HBusimary-level information includes (a)
total points awarded to each vendor’'s proposalaichemajor scoring category (e.g. technical
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merit, company resources, value-add, references); ¢b) thetotal lifecycle costomputed from
each vendor’s cost proposal; and (c) the overakirg of all proposals. This information is part
of the public record and may be reproduced or idisted by ITS without prior notification to
proposing vendors. The summary-level cost andirsgonformation described above is
provided at the time of the meeting to vendors estjng a Post-Procurement Review for a given
procurement.

ITS requests that vendors understand and confornthéo following guidelines for Post-

Procurement Reviews:

1. ITS will provide detailed information on the evatiwa and scoring of the proposal submitted
by the participant requesting the review and sumrwerel evaluation, scoring, and cost
information on all other proposals. Note that, letscores for other proposals are public
record, the details of any other proposal cannatelbealed without third-party notification;
therefore, any specific discussion of scoring asppisal content will be confined to the
requesting vendor’s proposal. To ensure consigtand to enable the state to maintain a
record of the information we provide under pubkcards, ITS follows a published public
records policy for the release of all informatiaher than what can be disclosed in a Post-
Procurement Review. A Post-Procurement Reviewb&aoonducted prior to or in parallel
with fulfillment of public records requests. Sé&ection 019-010 ITS Public Records
Proceduresor additional information.

2. As Post-Procurement Reviews are business meetihgswill not have legal staff present.
Should a vendor choose to have an attorney prefengyendor must immediately identify
that individual as an attorney, whether the attpiisearticipating via telephone or is present
at an in-house meeting. ITS will stop the meetingl a representative of the Mississippi
Attorney General's Office can be in attendance.

ITS strongly encourages vendors to schedule PastiRFment Reviews when they have any
guestions following contract award. As describbdve, the meetings can be conducted face-to-
face in the ITS offices or via conference call,ading to the vendor’s preference. We believe
these meetings are extremely valuable opportunitieshe vendor and the State to exchange
information. Among other benefits to vendors, Bast-Procurement Review provides the only
mechanism outside thieublic Records Procedufer receiving information on the specifics of
the evaluation process, including a complimentagpyc of the ITS Board written
recommendation or similar written information faopects that were not presented to the ITS
Board.

ITS has found that these meetings usually cleaamyp concerns regarding the process and
evaluation. If the vendor is not satisfied on thestters during the Review, the vendor then has
adequate information to determine if a protestasranted. Note that the ITS Protest Procedure
and Policy requires that a vendor may not file atgst of an Award of Contract without first
participating in a Post-Procurement Review with BE&T.
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Part 2 Chapter 13: State Holidays
Rule 213.1: 023-010 State Holidays

Link for Official State Holidays in MississippiSecretary of State: State Holidays

State Offices are typically closed for:

* New Year's Day

« National Memorial Day

« Independence Day

« Labor Day

« Thanksgiving Day and the following Friday
« Christmas Day and the day before or after

ITS offices are usually open, with a reduced staffyn the following holidays:
« Martin Luther King's and Robert E. Lee's Birthdays

« George Washington's Birthday

« Confederate Memorial Day

» Veteran's Day

Source: 3-3-7
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